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Date Chapter Section Before Change After Change File Name 

5/11/2023 11 Exhibit C ¶ Submit requests for lodging 

exceeding 200% of the per diem 

rate to Cali Engelsiepen, OMB at 

Cali.Engelsiepen@delaware.gov. 

¶ Submit requests for lodging exceeding 

200% of the per diem rate to Micheale 

Smith, OMB at 

Micheale.Smith@delaware.gov. 

Chapter 11 ï 

Travel 

Policy 

5/11/2023 7 7.21 Organizations are responsible for 

maintaining supporting documents for 

their transactions. Organizations are 

encouraged to attach (scan) 

supporting documents to the 

transactions in the Stateôs financial 

management and accounting system, 

or Organizations may retain 

supporting hardcopy documents in 

compliance with the Document 

Retention schedules set forth by the 

Delaware Public Archives. 

Organizations are responsible for 

maintaining supporting documents for 

their transactions. Organizations are 

required to attach service contracts to 

purchase orders for DOA to review (i.e. 

supplier, service dates, amounts) prior 

to applying approval. Organizations are 

encouraged to attach (scan) supporting 

documents to all transactions in the 

Stateôs financial management and 

accounting system, or Organizations 

may retain supporting hardcopy 

documents in compliance with the 

Document Retention schedules set forth 

by the Delaware Public Archives. 

Chapter 7 ï 

Purchasing 
and 
Disbursements 

5/11/2023 7 7.5 ¶ the request is authorized by law; 

¶ the request is properly coded; 

¶ the procedures set forth in the 

Manual and the Delaware Code 

have been followed; 

¶ funds are available to the 

department; and 

¶ all  authorized approvals have been 

granted. 

¶ the request is authorized by law; 

¶ the request is properly coded; 

¶ the service contract is attached; 

¶ the procedures set forth in the Manual 

and the Delaware Code have been 

followed; 

¶ funds are available to the department; 

and 

¶ all  authorized approvals have been 

granted. 

Chapter 7 ï 

Purchasing 
and 
Disbursements 

5/11/2023 7 7.4 ¶ in a timely manner; 

¶ in proper sequence; and  

¶ in accordance with established 

procedures. 

¶ in a timely manner; 

¶ in proper sequence; 

¶ with the required attachments; and  

¶ in accordance with established 

procedures 

Chapter 7 ï 

Purchasing 

and 
Disbursements 

5/11/2023 5 5.2.6 If a purchase is supported by a 

contract, the contract number must be 

listed on the requisition/purchase 

order/direct claim voucher. 

If a purchase is supported by a GSS 

contract, the contract number must be 

listed on the purchase order/direct claim 

voucher. If a purchase is supported by a 

service contract, the contract must be 

attached to the purchase order. 

Chapter 5 ï 

Procurement 
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4/17/023 13 13.5.8.2 ¶Note: Software maintenance 

agreements are to be expensed in 

the period incurred. 

Note: Software maintenance agreements 

are to be expensed in the period 

incurred. 

 

Computer software that is acquired 

through a cloud-based subscription may 

be tracked as a capital asset for 

reporting purposes if the term of the 

agreement is greater than 12 months. 

Any new or amended agreements for 

cloud-based software for a term greater 

than 12 months must be submitted to 

DOA by all Organizations upon receipt 

of the fully executed documents to 

ensure inclusion in the ACFR. These 

contracts must be submitted to: 

DOA_Audit_Support@delaware.gov 

¶ 

Chapter 13 ï 

Asset 

Management 

4/17/023 13 13.10.3 The standard for capitalizing the costs 

of software developed or obtained for 

internal use is the American Institute 

of Certified Public Accountants 

(AICP) Statement of Position (SOP) 

98-1, accounting for the Costs of 

Computer Software Developed or 

Obtained for Interna Uses. 

 

Under this standard, software projects 

are divided into three stages: 

 

- Preliminary Project Stage; 

- Application Development Stage; and 

 Post-Implementation Operation (or 

Production) Stage. 

The standard for capitalizing the costs 

of software developed or obtained for 

internal use is the American Institute of 

Certified Public Accountants (AICP) 

Statement of Position (SOP) 98-1, 

accounting for the Costs of Computer 

Software Developed or Obtained for 

Interna Uses. 

 

The standard for capitalizing the costs 

of software obtained through a cloud-

based subscription arrangement is 

GASB Statement 96, Subscription-

Based Information Technology 

Arrangements. 

 

Under both standards, software projects 

are divided into three stages: 

 

- Preliminary Project Stage; 

- Application Development 

Stage/Implementation Stage; and 

 Post-Implementation Operation (or 

Production)/Additional Implementation 

Stage. 

Chapter 13 ï 

Asset 

Management 

4/13/2023 5 5.3.2 Public Works Thresholds 

 

Less than $50,000     Open Market 

Purchase 

$50,000 - $99,999.99   3 Letter Bids 

Public Works Thresholds 

 

Less than $150,000     Open Market 

Purchase 

$150,000 - $99,999.99   3 Letter Bids 

Chapter 5 - 

Procurement 

mailto:DOA_Audit_Support@delaware.gov
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4/13/2023 5 5.3.1 Materiel and Non-Professional 

Services Purchase Thresholds 

 

Less than $10,000     Open Market 

Purchase 

-$10,000 - $99,999.99   3 Written 

Quotes 

Materiel and Non-Professional 

Services Purchase Thresholds 

 

Less than $50,000     Open Market 

Purchase 

-$50,000 - $99,999.99   3 Written 

Quotes 

Chapter 5 - 

Procurement 

2/16/2023 5 5.3.3 Professional Services Thresholds 

 

Less than $100,000   Open Market 

$100,000 and over  Formal RFP 

Process 

Professional Services Thresholds 

 

Less than $150,000   Open Market 

$150,000 and over  Formal RFP 

Process 

Chapter 5 - 

Procurement 

2/16/2023 5 5.3.2 Public Works Thresholds 

 

Less than $50,000   Open Market 

Purchase 

$50,000 - $149,999.99   3 Letter 

Bids 

$150,000 and over  Formal Bid 

Public Works Thresholds 

 

Less than $50,000   Open Market 

Purchase 

$50,000 - $249,999.99   3 Letter 

Bids 

$250,000 and over  Formal Bid 

Chapter 5 - 

Procurement 

2/16/2023 5 5.3.1 Materiel and Non-Professional 

Services Purchase Thresholds 

 

Less than $10,000   Open Market 

Purchase 

$10,000 - $49,999.99   3 Written 

Quotes 

$50,000 and over  Formal Bid 

Materiel and Non-Professional 

Services Purchase Thresholds 

 

Less than $10,000   Open Market 

Purchase 

$10,000 - $99,999.99   3 Written 

Quotes 

$100,000 and over  Formal Bid 

Chapter 5 - 

Procurement 

1/12/2023 5 5.6.3 1. The solicitation process is 

available through GSS at 

http://mymarketplace.delaware.

gov/documents/agency-

solicitation-flowchart.pdf   

 

1. The solicitation process is 

available through GSS at 

https://mymarketplace.delaware.go
v/agencies/processes-
flowcharts.shtml 

Chapter 5 - 

Procurement 

1/12/2023 5 5.4 4. For additional information 

regarding Set Aside contracts, 

Organizations should refer to 

http://contracts.delaware.gov/setas

ide.asp. GSS processes regarding 

the use of GSA contracts may be 

found at  

http://mymarketplace.delaware.go

v/documents/gsa-request-

form.pdf?ver=0306 

4. For additional information 

regarding Set Aside contracts, 

Organizations should refer to 
https://mmp.delaware.gov/Contracts/. 
GSS processes regarding the use of 

GSA contracts may be found at 

https://mymarketplace.delaware.gov

/documents/gsa-request-form.pdf 

Chapter 5 - 

Procurement 

http://mymarketplace.delaware.gov/documents/agency-solicitation-flowchart.pdf
http://mymarketplace.delaware.gov/documents/agency-solicitation-flowchart.pdf
http://mymarketplace.delaware.gov/documents/agency-solicitation-flowchart.pdf
https://mymarketplace.delaware.gov/agencies/processes-flowcharts.shtml
https://mymarketplace.delaware.gov/agencies/processes-flowcharts.shtml
https://mymarketplace.delaware.gov/agencies/processes-flowcharts.shtml
http://contracts.delaware.gov/setaside.asp
http://contracts.delaware.gov/setaside.asp
http://mymarketplace.delaware.gov/documents/gsa-request-form.pdf?ver=0306
http://mymarketplace.delaware.gov/documents/gsa-request-form.pdf?ver=0306
http://mymarketplace.delaware.gov/documents/gsa-request-form.pdf?ver=0306
https://mmp.delaware.gov/Contracts/
https://mymarketplace.delaware.gov/documents/gsa-request-form.pdf
https://mymarketplace.delaware.gov/documents/gsa-request-form.pdf
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1/12/2023 5 5.3.3 Organizations should refer to the 

Contracting website  

https://mymarketplace.delaware.g

ov/default.shtml 

Organizations should refer to the 

Contracting website 

OMB - MyMarketplace: Delaware's 

Procurement Portal - Small Purchase 

Procedures and Thresholds for 

additional information. 

Chapter 5 - 

Procurement 

1/12/2023 5 5.3.2 Organizations should refer to the 

Contracting website 

https://mymarketplace.delaware.g

ov/default.shtml for additional 

information 

Organizations should refer to the 

Contracting website OMB - 

MyMarketplace: Delaware's 

Procurement Portal - Small Purchase 

Procedures and Thresholds for 

additional information.  

Chapter 5 - 

Procurement 

1/12/2023 5 5.3.1 Organizations should refer to the 

Contracting website 

https://mymarketplace.delaware.g

ov/default.shtml for additional 

information. 

Organizations should refer to the 

Contracting website OMB - 

MyMarketplace: Delaware's 

Procurement Portal - Small Purchase 

Procedures and Thresholds for 

additional information. 

 

Chapter 5 - 

Procurement 

1/12/2023 5 5.2.1 The protocol for acquiring needed 

goods and services off GSA 

schedules is available on the GSS 

website at: 

https://gss.omb.delaware.gov/divis

ionwide/forms.shtml. 

The protocol for acquiring needed 

goods and services off GSA 

schedules is available on the GSS 

website at: 

https://mymarketplace.delaware.go

v/documents/gsa-request-form.pdf 

Chapter 5 - 

Procurement 

1/12/2023 5 5.1.1 Foot note: 

The CPAC consists of all covered 

State agency heads and one 

additional member to represent all 

public school districts.  

Foot note: 

The CPAC consists of all covered 

State agency heads or their designee 

and one additional member to 

represent all public school districts. 
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https://mymarketplace.delaware.gov/agencies/spp.shtml
https://mymarketplace.delaware.gov/default.shtml
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https://gss.omb.delaware.gov/divisionwide/forms.shtml
https://gss.omb.delaware.gov/divisionwide/forms.shtml
https://mymarketplace.delaware.gov/documents/gsa-request-form.pdf
https://mymarketplace.delaware.gov/documents/gsa-request-form.pdf
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1/12/2023 5 5.1.1 The GSS and the OMB Director 

set the policies governing: 

- Small  Purchase Competitive 

Pricing, 

http://mymarketplace.delaware.go

v/spp.shtml 

- Competitive Sealed Bids 

(Invitations to Bid ï ITB), 

https://mymarketplace.delaware.g

ov/agency-forms.shtml 

- Requests for Proposal (RFP), 

https://mymarketplace.delaware.g

ov/agency-forms.shtml 

- Sole Source Procurement, 

https://extranet.omb.state.de.us/m

mp/documents/gss-contracting-

sop.pdf?ver=0331 

- Multiple Source Contracting, 

http://bids.delaware.gov/ 

Cooperative Procurement 

Participations, 

http://contracts.delaware.gov/coop

erative.asp 

The GSS and the OMB Director set 

the policies in the Procurement 

Manual governing: 

- Small Purchase Competitive 

Pricing, 

- Competitive Sealed Bids 

(Invitations to Bid ï ITB) 

- Requests for Proposal (RFP) 

- Sole Source Procurement 

-Multiple Source Procurement 

-Multi ple Source Contracting 

Cooperative Procurement 

Participations 

Chapter 5 - 

Procurement 

1/12/2023 5 5.1 The Stateôs procurement laws are 

set in 29 Del.C. Chapter 69. 

The Stateôs procurement laws are set 

in 29 Del. C. Chapter  69. 

Chapter 5 - 

Procurement 

12/28/2022 13 13.8.3 Whether equipment, supplies, 

vehicles, or materials are ñtraded-

inò or sold, an equipment 

Reimbursement Form (AM001) 

must be filed with and approved 

by DOF, on or before the date of 

the purchase or the sale, 

whichever is earlier. A copy of the 

form can be found at 

http://extranet.fsf.state.de.us/forms

.shtml. 

Whether equipment, supplies, 

vehicles, or materials are ñtraded-inò 

or sold, an Equipment 

Reimbursement Form (AM001) 

must be filed with and approved by 

DOF, on or before the date of the 

purchase or the sale, whichever is 

earlier. A copy of the form can be 

found at 

https://extranet.fsf.state.de.us/forms/

index.shtml. 

Chapter 13 ï 

Asset 

Management 

12/28/2022 12 12.9 Note: 

(PO003) 

(PO003). 

Note: 

(PO003) 

(PO003). 

Chapter 12 ï 

PCard 

12/28/2022 12 12.7.1 Note: 

(PO003) 

Note: 

(PO003) 

Chapter 12 ï 

PCard 

12/28/2022 12 12.5.1 1. (AP005). 1. (AP005). Chapter 12 ï 

PCard 

12/28/2022 12 12.4.2 1. (PO003) 1. (PO003) Chapter 12 ï 

PCard 

12/28/2022 12 12.4.1 1.a. (PO004) 1.a. (PO004) Chapter 12 ï 

PCard 

http://mymarketplace.delaware.gov/spp.shtml
http://mymarketplace.delaware.gov/spp.shtml
https://mymarketplace.delaware.gov/agency-forms.shtml
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https://mymarketplace.delaware.gov/agency-forms.shtml
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https://delcode.delaware.gov/title29/c069/sc03/index.html
http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
http://extranet.fsf.state.de.us/forms.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
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https://extranet.fsf.state.de.us/forms/index.shtml
http://extranet.fsf.state.de.us/forms.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
http://extranet.fsf.state.de.us/forms.shtml
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12/28/2022 12 12.3.4 NOTE: 

(PO003) 

NOTE: 

(PO003) 

Chapter 12 ï 

PCard 

12/28/2022 12 12.3.3 1. (PO014) 

3.b. (PO012) 

-4. (PO013) 

1. (PO014) 

3.b. (PO012) 

-4. (PO013) 

Chapter 12 ï 

PCard 

12/28/2022 12 12.3.1 c. (AP003) c. (AP003) Chapter 12 ï 

PCard 

12/28/2022 12 12.2.1 (PO012). 

 

The duties and responsibilities for 

all roles are located in the job Role 

Handbook on DOAôs extranet 

website 

http://extranet.fsf.state.de.us/traini

ng_jobrole_handbook.shtml. 

 

(PO012). 

 

The duties and responsibilities for 

all roles are located in the job Role 

Handbook on DOAôs extranet 

website 

https://extranet.fsf.state.de.us/docum

ents/training/job-role-handbook.pdf. 

Chapter 12 ï 

PCard 

12/28/2022 12 12.2 The PCard Internal Controls 

Certification Form (PO012) and 

the Sample PCard Internal Control 

Policy Form (PO014) for 

Organizations are available for 

guidance in establishing PCard 

Internal Controls.  

The PCard Internal Controls 

Certification Form (PO012) and the 

Sample PCard Internal Control 

Policy Form (PO014) for 

Organizations are available for 

guidance in establishing PCard 

Internal Controls. 

Chapter 12 ï 

PCard 

12/28/2022 11 11.5 (AP003). 

(AP005). 

(AP003).   

(AP007) 

(AP003). 

(AP005). 

(AP003). 

(AP007) 

Chapter 11 ï 

Travel 

Policy 

12/28/2022 11 11.1.5 1. (AP005). 

(AP006), 

(AP009)  

 

3. (PO004) 

(AP005). 

(AP006), 

(AP009)  

 

3. (PO004) 

Chapter 11 ï 

Travel 

Policy 

12/28/2022 11 11.1.3 (AP006). (AP006). Chapter 11 ï 

Travel 

Policy 

12/28/2022 10 10.1 Suspended and Debarred Vendors 

 

When an Organization is making 

payments using federal funds, they 

are required to review the 

https://www.sam.gov/ to ensure 
that the vendor9s0 they are 
paying do not appear on the 
vendor exclusion list. 

Suspended and Debarred Vendors 

 

When an Organization is making 

payments using federal funds, they 

are required to review the 

https://sam.gov/content/exclusions 

to ensure that the vendor9s0 they 
are paying do not appear on the 
vendor exclusion list. 

Chapter 10 ï 

Grants 

Management 
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http://extranet.fsf.state.de.us/forms.shtml
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https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
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https://extranet.fsf.state.de.us/forms/index.shtml
http://extranet.fsf.state.de.us/forms.shtml
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12/28/2022 10 10.1 CFDA 

Additional information on the 

Catalog for Federal Domestic 

Assistance database may be found 

online using the following 

website: https:// beta.sam.gov/. 

CFDA 

Additional information on the 

Catalog for Federal Domestic 

Assistance database may be found 

online using the following website:  

https://sam.gov - then select the 

Assistance Listing link 

Chapter 10 ï 

Grants 

Management 

12/28/2022 10 10.1 Term: 

Data Universal Numbering 

System (DUNS) Number 

 

Definition: 

Dun & Bradstreet (D&B) provides 

a DUNS number, which is a nine-

digit identification number for 

each physical location of your 

business. This number is needed 

for any federal grant application. 

Obtain a DNS number online 

using the following website: 

http:// fedgov.dnb.com/webform. 

Term: 

Data Universal Numbering System 

(DUNS) Number 

 

Unique Entity ID (UEI) 

 

Definition: 

Dun & Bradstreet (D&B) provides a 

DUNS number, which is a nine-digit 

identification number for each 

physical location of your business. 

This Number is no longer needed for 

any federal grant application. It has 

been replaced by a unique Entity ID. 

Obtain a UEI online using the 

following website: 

https://sam.gov/content/duns-uei. 

Chapter 10 ï 

Grants 

Management 

12/28/2022 7 7.20 Instructions for using this 

component are available at 

http:/ /extranet.fsf.state.de.us/DO
A_Memos.shtml. 

Instructions for using this 

component are available at 

https://extranet.fsf.state.de.us/com
munications/doa-memos.shtml. 

Chapter 7 -

Purchasing 
and 
Disbursements 

12/28/2022 7 7.18.2 Organizations must complete a 

Paymenc Cancellation Request 

Form (AP004) and forward to OST 

the completed form 

Organizations must complete a 

Paymenc Cancellation Request 

Form (AP004) and forward to OST 

the completed form 

Chapter 7 -

Purchasing 
and 
Disbursements 

12/28/2022 7 7.6.4 For additional information see: 

Job Aid JV Process 
For additional information see:  Job 
Aid JV Process 

Chapter 7 -

Purchasing 

and 
Disbursements 

12/28/2022 7 7.6.3 (AP008) (AP008) Chapter 7 -

Purchasing 

and 
Disbursements 

12/28/2022 7 7.4.2 (KK004) (KK004) Chapter 7 -

Purchasing 
and 
Disbursements 

12/28/2022 6 6.7 ï H www.depic.delaware.gov https://depic.delaware.gov/ 

 

Chapter 6 - 

Approvals 

https://beta.sam.gov/
https://sam.gov/
http://fedgov.dnb.com/webform
https://sam.gov/content/duns-uei
http://extranet.fsf.state.de.us/DOA_Memos.shtml
http://extranet.fsf.state.de.us/DOA_Memos.shtml
https://extranet.fsf.state.de.us/communications/doa-memos.shtml
https://extranet.fsf.state.de.us/communications/doa-memos.shtml
http://extranet.fsf.state.de.us/forms.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
http://extranet.fsf.state.de.us/jobaids/ap/AP101v92/Journal%20Voucher%20Process%20Improvement.pdf
https://extranet.fsf.state.de.us/training/jobaids/ap/AP101/journal-voucher-process-improvement.pdf
https://extranet.fsf.state.de.us/training/jobaids/ap/AP101/journal-voucher-process-improvement.pdf
http://extranet.fsf.state.de.us/forms.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
http://extranet.fsf.state.de.us/forms.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
http://www.depic.delaware.gov/
https://depic.delaware.gov/
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12/28/2022 6 6.6 Organizations should refer to the 

Stateôs financial management and 

accounting system Website for the 

current list of special ad-hoc 

approvers 

http://extranet.fsf.state.de.us/jobai

ds/ap/APO400/Ad%20Hoc%20Ap

provals.pdf 

 

Organizations should refer to the 

Stateôs financial management and 

accounting system Website for the 

current list of special ad-hoc 

approvers 

https://extranet.fsf.state.de.us/trai
ning/jobaids/ap/APO400/ad-hoc-
approvals.pdf. 

Chapter 6 - 

Approvals 

12/28/2022 6 6.5 For more contract and bidding 

information, Organizations should 

refer to OMBôs Government 

Support Services (GSS) website 

https://mymarketplace.delaware

.gov/default.shtml. 

For more contract and bidding 

information, Organizations should 

refer to OMBôs Government 

Support Services (GSS) website 

https://mymarketplace.delaware.go
v/ . 

Chapter 6 - 

Approvals 

12/28/2022 6 6.2 Budget and Accounting 

Transaction Processing 

Requirements. Links invalid: 

(AM002), (AM003), (AP008), 

(AP004), (KK003), (KK001) 

Updated links: AM002, AM003, 

AP008, AP004, KK003, KK001 

Chapter 6 - 

Approvals 

12/28/2022 2 2.7.1 A complete listing of FSF User 

Roles can be found at the 

following link: 

http://extranet.fsf.state.de.us/docu

ments/training/job_role_handbook

.pdf 

A complete li sting of FSF User 

Roles can be found at the following 

link:  

https://extranet.fsf.state.de.us/docum

ents/training/job-role-handbook.pdf. 

Chapter 2 ï 

Internal 

Control 

12/28/2022 2 2.5 (Form DOA001).   

(Form DOA002) 

(Form DOA001).   

(Form DOA002) 

Chapter 2 ï 

Internal 

Control 

12/28/2022 1 1.7 State forms are referenced 

throughout the Manual. All State 

forms can be found at 

http://extranet.fsf.state.de.us/for
ms.shtml 

State forms are referenced 

throughout the Manual. All State 

forms can be found at 

https://extranet.fsf.state.de.us/for
ms/index.shtml 

 

Chapter 1 - 

Introduction 

http://extranet.fsf.state.de.us/jobaids/ap/APO400/Ad%20Hoc%20Approvals.pdf
http://extranet.fsf.state.de.us/jobaids/ap/APO400/Ad%20Hoc%20Approvals.pdf
http://extranet.fsf.state.de.us/jobaids/ap/APO400/Ad%20Hoc%20Approvals.pdf
https://extranet.fsf.state.de.us/training/jobaids/ap/APO400/ad-hoc-approvals.pdf
https://extranet.fsf.state.de.us/training/jobaids/ap/APO400/ad-hoc-approvals.pdf
https://extranet.fsf.state.de.us/training/jobaids/ap/APO400/ad-hoc-approvals.pdf
https://mymarketplace.delaware.gov/default.shtml
https://mymarketplace.delaware.gov/default.shtml
https://mymarketplace.delaware.gov/
https://mymarketplace.delaware.gov/
http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
http://extranet.fsf.state.de.us/documents/training/job_role_handbook.pdf
http://extranet.fsf.state.de.us/documents/training/job_role_handbook.pdf
http://extranet.fsf.state.de.us/documents/training/job_role_handbook.pdf
https://extranet.fsf.state.de.us/documents/training/job-role-handbook.pdf
https://extranet.fsf.state.de.us/documents/training/job-role-handbook.pdf
http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
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9/22/2022 11 11.3.2 1. The use of privately-owned 

vehicles for out-of-state travel 

should require prior approval of 

the appropriate Organizations 

authority. 

 

3. Vehicles from Fleet Services 

should be used for in-state travel; 

therefore, reimbursement for use 

of privately-owned vehicles for in-

state travel is discouraged. 

Organizations may allow 

exceptions to this policy, but in no 

case should the total amount 

reimbursed for in-state mileage to 

an individual on a single day 

exceed the Fleet Services daily 

discounted rental rate for a 

compact sedan. Board and 

Commission members are 

excluded from this provision. 

1. The use of privately-owned 

vehicles for out-of-state travel 

requires prior approval of the 

appropriate Organizations authority. 

 

3. Vehicles from Fleet Services 

should be used for in-state travel. 

Reimbursement for use of privately-

owned vehicles for in-state travel is 

discouraged. Organizations may 

allow exceptions to this policy, but 

in no case is the total amount 

reimbursed for in-state mileage to an 

individual on a single day allowed to 

exceed the Fleet Services daily 

discounted rental rate for a compact 

sedan. Board and Commission 

members are excluded from this 

provision. 

 

4. When using a privately-owned 

vehicle for State travel, the 

privately-owned vehicle policy is 

solely responsible for all insurance 

coverage. The employee should 

contact the vehicle insurer to discuss 

coverage available/required when 

using the privately-owned vehicle 

on State business. 

Chapter 11 ï 

Travel Policy 

9/6/2022 

 

7 7.6.2 If the supplierôs invoice and the 

PO are not in agreement, the 

difference must be charged or 

credited to the proper account on 

the Stateôs PO, as a Change Order 

or as a Direct Claim, as 

appropriate. 

If the supplierôs invoice and the PO 

are not in agreement, the difference 

must be charged or credited to the 

proper account on the Stateôs PO, as 

a Change Order or as a Direct Claim 

(if it meets a Direct Claim exception 

under 7.3 Direct Claims), as 

appropriate. 

Chapter 7 ï 

Purchasing 

and 
Disbursements 

9/6/2022 7 7.5.5 Change orders are to be used for 

all adjustments (increases or 

decreases) to both regular and 

Open Order POs.  

Change orders are to be used for all 

adjustments (increases or decreases) 

to both regular and Open Order POs. 

When an invoice is submitted that 

exceeds the remaining balance on 

the PO, the Organizations must 

complete a Change Order, unless the 

amount that exceeds the remaining 

balance meets a Direct Claim 

exception ï see 7.3 Direct Claims. 

Chapter 7 ï 

Purchasing 

and 
Disbursements 
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9/6/2022 7 7.5 A PO is required for purchases 

exceeding $10,00 (individually or 

in aggregate).  

A PO is required for purchases 

exceeding $10,00 (individually or in 

aggregate which includes multiple 

purchases to the same supplier 

during the fiscal year).  

Chapter 7 ï 

Purchasing 

and 
Disbursements 

9/6/2022 7 7.3 General 

1. All expenditures not exceeding 

$10,000 (individually or in 

aggregate). A purchase must not 

be split into multiple transactions 

under $10,000 to circumvent the 

State Procurement Code.  

General 

1. All  expenditures not exceeding 

$10,000 (individually or in 

aggregate). A purchase must not be 

split into multiple transactions under 

$10,000 to circumvent the State 

Procurement Code. Multip le 

purchases to the same supplier 

during the fiscal year that exceed 

$10,00 require a PO to that 

supplier. 

Chapter 7 ï 

Purchasing 
and 
Disbursements 

9/6/2022 7 7.2  A PO is required for purchases 

exceeding $10,000 (individually 

or in aggregate). 

A PO is required for purchases 

exceeding $10,000 (individually or 

in aggregate, which includes 

multiple purchases to the same 

supplier during the fiscal year). 

Chapter 7 ï 

Purchasing 
and 
Disbursements 

9/6/2022 6 6.6.9 POs change orders, and Direct 

Claim Vouchers need the approval 

of DEMA to ensure that 

expenditures meet all federal and 

state policies prior to requesting 

reimbursement from the federal 

government.  

PO change orders and Direct Claim 

vouchers for all organizations other 

than the Delaware Emergency 

Management Agency (DEMA), 

need the approval of DEMA to 

ensure that expenditures meet all 

federal and state policies prior to 

requesting reimbursement from the 

federal government. 

Chapter 6 - 

Approvals 

9/6/2022 6 6.6.2 This approval is required for all 

insurance-related POs and direct 

claim transactions for agencies 

other than Statewide Benefits 

Office/Insurance Coverage Office 

of the Department of Human 

Resources. 

This approval is required for all 

insurance-related POs and direct 

claim transactions for Organizations 

other than Statewide Benefits 

Office/Insurance Coverage Office of 

the Department of Human 

Resources. 

Chapter 6 - 

Approvals 

9/6/2022 6 6.6 Homeland Security Grant 

(Appropriation 40213) - Comment 

Homeland Security Grant 

(Appropriation 40213) 

Comment: 

For all POs or Direct Claims other 

than the Delaware Emergency 

Management Agency of the 

Department of Safety and Homeland 

Security. 

Chapter 6 - 

Approvals 
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8/11/2022 12 12.8.1 1. Immediately notify JPMC at 1-

800-270-7760 and advise the 

representative that the call pertains 

to a State of Delaware Visa PCard 

representatives are available 24 

hours a day, 7 days a week. JPMC 

will immediately deactivate the 

card. 

Immediately notify JPMC at 1-800-

316-6056 and advise the 

representative that the call pertains 

to a State of Delaware Visa PCard. 

Bank Representatives are available 

24 hours a day, 7 days a week. 

JPMC will immediately deactivate 

the card and issue a new card, which 

is delivered to DOA within seven to 

ten business days. 

Chapter 12 

- PCard 

8/11/2022 12 12.6.3 Immediately notify JPMC at 1-

800-270-7790 and advise the 

representative that the call pertains 

to a State of Delaware Visa PCard. 

Bank Representatives are 

available 24 hours a day, 7 days a 

week. JPMC will immediately 

deactivate the card and issue a 

replacement card, which is 

delivered to DOA within seven to 

ten business days. 

Immediately notify JPMC at 1-800-

316-6056 and advise the 

representative that the call pertains 

to a State of Delaware Visa PCard. 

Bank Representatives are available 

24 hours a day, 7 days a week. 

JPMC will immediately deactivate 

the card and issue a new card, which 

is delivered to DOA within seven to 

ten business days. 

Chapter 12 

- PCard 

8/1/2022 

 

6 6.6.2 This approval is required for all 

insurance-related POs and direct 

claim transactions. 

This approval is required for all 

insurance-related POs and direct 

claim transactions for agencies other 

than Statewide Benefits 

Office/Insurance coverage Office of 

the Department of Human 

Resources. 

Chapter 6 - 

Approvals 

8/1/2022 

 

6 6.6 Insurance - Comments: 

For All insurance POs or Direct 

Claims. 

Insurance - Comments: 

For All insurance POs or Direct 

Claims by agencies other than 

Statewide Benefits Office/Insurance 

Coverage Office of the Department 

of Human Resources 

Chapter 6 - 

Approvals 
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7/18/2022 7 7.12.2 7.12.3 Non-Petty Cash Account 

Management 

 

7. Maintain a ledger of all 

transactions for reconciliation to 

the bank account and reconcile the 

ledger to the bank statement each 

month. 

 

8. Maintain the statements and 

reconciliations based on the 

Organizationôs archiving policies 

7.12.2 Non-Petty Cash Account 

Management 

 

7. If permitting debit cards, the 

account custodian should authorize 

the individuals with the bank and 

maintain oversight of the debit 

cards, including distributing the card 

as needed or verifying possession of 

the card at least quarterly; approving 

and monitoring the spending on each 

card: and closing and destroying 

card no longer needed. 

 

8. Maintain a ledger of all 

transactions for reconciliation to the 

bank account and reconcile the 

ledger to the bank statement each 

month. Report discrepancies 

immediately to the account 

custodian and Organization 

management. 

 

9. Identify employees who are 

responsible for preparing and 

approving the bank account 

reconcili ations, segregated from 

those employees with other cash 

receipt and disbursement functions. 

  

10. Maintain the statements and 

reconciliations based on the 

Organizationôs archiving policies 

Chapter 7 ï 

Purchasing 

and 
Disbursements 

7/18/2022 7 7.12.2 7.12.2 Petty Cash Account 

Management and Replenishment  

 

7.12.2.1 Account Management of 

Petty Cash Accounts 

 

7.12.2.2 Replenishments to Petty 

Cash Accounts 

 

7.12.3 Non-Petty Cash Account 

Management 

7.12.2 Non-Petty Cash Account 

Management 

 

7.12.3 Petty Cash Account 

Management and Replenishment  

 

7.12.3.1 Account Management of 

Petty Cash Accounts 

7.12.3.2 Replenishments to Petty 

Cash Accounts 

Chapter 7 ï 

Purchasing 
and 
Disbursements 
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7/18/2022 7 TOC 7.12.2 Petty Cash Account 

Management and Replenishment 

 

7.12.3 Non-Petty Cash Account 

Management 

7.12.2 Non-Petty Cash Account 

Management 

 

7.12.3 Petty Cash Account 

Management and Replenishment 

Chapter 7 ï 

Purchasing 

and 
Disbursements 

6/15/2022 13 13.10 1. Project costs totaling $1 million 

and over ï must use the Stateôs 

financial management and 

accounting systemôs Project 

Costing module to record all costs 

associated with the project 

(Chapter 4 ï Budgeting, Section 

4.8 Project Costing); 

 

2. Project sots totaling $100,000 

up to $1 million ï must use the 

Stateôs financial management and 

accounting systemôs program 

codes (major or minor) to record 

all costs associated with the 

project or can use Project Costing; 

 

3. Project costs under $100,000 

can be coded in the regular 

manner of expenses but can use 

program codes or Project Costing 

1. Project costs totaling $1 million 

and over ï must use the Stateôs 

financial management and 

accounting systemôs Project Costing 

module to record all costs associated 

with the project (Chapter  4 ï 

Budgeting, Section 4.8 Project 

Costing); 

 

2. Repair or upgrade projects 

totaling $1 million an over ï which 

increase the util ity of the underlying 

asset or extend the assetôs estimated 

useful life are considered Minor 

Capital Improvement Projects or 

Major Capital Improvements for 

budgeting purposes. These projects 

must use Project Costing. 

 

3. Project sots totaling $100,000 up 

to $1 million ï must use the Stateôs 

financial management and 

accounting systemôs program codes 

(major or minor) to record all costs 

associated with the project or can 

use Project Costing. 

 

4. Project costs under $100,000 can 

be coded in the regular manner of 

expenses but can use program codes 

or Project Costing. 

 

Chapter 13 ï 

Asset 

Management 

6/15/2022 12 12.4.2 4. Prior to issuing a PCard to an 

employee, the Organization must 

ensure the employee is trained and 

understands Chapter 12 of the 

Budget and Accounting Manual 

and the Organizationôs PCard 

Internal Control Policies and 

Procedures. 

4. Prior to issuing a PCard to an 

employee, the Organization must 

ensure the employee is trained and 

understands Chapters 11 and 12 of 

the Budget and Accounting Policy 

Manual and the Organizationôs 

PCard Internal Control Policies and 

Procedures. 

Chapter 12 ï 

PCard 



Changes to the Budget and Accounting Policy Manual 

 

Budget and Accounting Policy Manual Errata                          Page 14 of 196 

 

6/15/2022 12 12.3.3 1. The Sample PCard Internal 

Control Policies Form (PO014) 

may be usedé. 

 

2. Organizations must designate 

on the PCard Internal Controls 

Form (PO012), which must be 

signed by the Organizations Head, 

the following: 

 

3 b. PCard Roles and Internal 

Control Form (PO012) are 

required to be updated as changes 

occur and submitted to DOA 

annually. 

1. The Sample PCard Internal 

Control Policy Form (PO014) may 

be usedé. 

 

2. Organizations must designate the 

following PaymentNet and FSF 

roles to ensure proper segregation of 

duties has been established: 

 

3 b. The PCard Internal controls 

Certification Form (PO012) must be 

submitted prior to participating in 

the PCard Program. Certification is 

required annually or when a change 

in authorization occurs during the 

fiscal year. 

 

 

Chapter 12 ï 

PCard 

6/15/2022 12 12.2.1 Segregation of duties standards for 

PCard usage and administration 

must be strictly enforced when 

assigning job roles. A list of roles 

and responsibilities, by employee, 

should be listed within the PCard 

Roles and Internal Control Form 

(PO012) and further detailed 

within each Organizationôs PCard 

internal control policy. As detailed 

in the form, the roles must specify 

the duties of each employee as 

they relate to each Organizationôs 

PCard processes 

Segregation of duties standards for 

PCard usage and administration 

must be strictly enforced when 

assigning job roles. A li st of roles 

and responsibilities, by employee, 

should be maintained with the PCard 

Internal Controls Certification Form 

(PO012). There should be three 

separate individuals in the PCard 

transaction approval process with no 

cardholder approving their own 

transaction as a PCard Approver or 

Business Manager. Each PCard 

program must have, at a minimum, 

two PaymentNet Coordinators to 

manage their PCard responsibilities. 

FSF PCard roles have no impact on 

the ability to hold PaymentNet 

Coordinator roles. 

Chapter 12 ï 

PCard 

6/15/2022 12 12.2 A PCard Roles and Internal 

Control Form (PO012) and a 

Sample PCard Internal Control 

Policies Form (PO014) for small 

and large Organizations are 

available for guidance in 

establishing PCard Internal 

Controls. 

The PCard Internal Controls 

Certif ication Form (PO012) and a 

Sample PCard Internal Control 

Policy Form (PO014) for 

Organizations are available for 

guidance in establishing PCard 

Internal Controls. 

Chapter 12 ï 

PCard 
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6/15/2022 12 12.1 However, in accordance with 

OFAC (Office of Foreign Assets 

Control, U.S. Department of 

Treasury), personal information 

(e.g., date of birth, country of 

citizenship, home address)é. 

However, in accordance with OFAC 

(Office of Foreign Assets Control, 

U.S. Department of Treasury), 

personal information (e.g., date of 

birth, home address)é. 

Chapter 12 ï 

PCard 

5/18/2022 4 4.3.1 Minor Capital Improvement projects are 

generally used to maintain the efficiency 

and condition of State-owned facilities 

and may involve reconstruction, 

renovations, or equipment purchase. 

These projects have estimated costs of up 

to $1,000,000 and the underlying assets 

should carry a life expectancy of 10 years 

or more. In addition, without 

consideration of estimated costs, roof, 

window and door replacements, paving 

projects, generator replacements, floor 

replacements, HVAC replacements, and 

plumbing replacements will be considered 

minor capital improvements.  

Minor Capital Improvement projects are 

generally used to maintain the eff iciency and 

condition of State-owned facilities and may 

involve reconstruction, renovations, or 

equipment purchase. These projects have 

estimated costs of up to $1,000,000 and the 

underlying assets should carry a life 

expectancy of 10 years or more. In addition, 

for budgeting purposes and Division of 

Facilities Management review purposes, 

roof, window and door replacements, paving 

projects, generator replacements, floor 

replacements, HVAC replacements, and 

plumbing replacements will be considered 

minor capital improvements. This does not 

exempt capitalization of State assets in 

accordance with the Budget and Accounting 

Policy Manual Chapter 13 Asset 

Management, Section 13.10.1 Construction 

Work in Process (CWIP). Any desired 

exceptions to this threshold must be 

submitted to OMB for consideration and 

approval. 

Chapter 4 ï 

Budgeting 

4/13/2022 9 9.3.1 School internal funds are generally 

collected by the school district, but the 

disbursement of the funds is not at the 

discretion of the school authority 

School internal funds are generally collected 

by the school district, with the disbursement 

of the funds at the discretion of the school 

authority 

Chapter 9 ï 

Receipt of 

Funds 

3/10/2022 7 7.4 http://www.budget.delaware.gov/forms/in

dex.shtml 
after-the-fact-waiver.pdf (delaware.gov). Chapter 7 ï 

Purchasing 

and 
Disbursements 

3/10/2022 5 5.8 Leases include contracts that, although not 

explicitly  identified as leases, meet the 

definiti on of a lease. Contracts for 

services are not considered leases unless 

the contract contains both a lease 

component and a service component. 

Leases include contracts that, although not 

explicitly identified as leases, meet the 

definition of a lease. Contracts for services 

are not considered leases unless the contract 

contains both a lease component and a 

service component. All  new or amended 

leases or contracts containing lease 

provisions, either as the lessee or lessor, 

must be submitted to DOA by all 

Organizations upon receipt of the fully 

executed document to ensure inclusion in the 

Annual comprehensive Financial Report 

(ACFR). These leases or contracts must be 

submitted to: 

GAAP.Reporting@delaware.gov. 

Chapter 5 ï 

Procurement 

https://budget.delaware.gov/budget/forms/after-the-fact-waiver.pdf
mailto:GAAP.Reporting@delaware.gov
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1/19/2021 4 4.3.1 Major Capital Improvement projects 

The projects have estimated costs in 

excess of $750,000 and the underlying 

assets carry a life expectancy of 20 years 

or more. 

 

Minor Capital Improvement projects 

These projects have estimated costs of up 

to $750,000 and the underlying assets 

should carry a life expectancy of 10 years 

or more. 

Major Capital Improvement projects 

The projects have estimated costs in excess 

of $1,000,000 and the underlying assets 

carry a life expectancy of 20 years or more. 

 

Minor Capital Improvement projects 

These projects have estimated costs of up to 

$1,000,000 and the underlying assets should 

carry a life expectancy of 10 years or more. 

In addition, without consideration of 

estimated costs, roof, window and door 

replacements, paving projects, generator 

replacements, floor replacements, HVAC 

replacements, and plumbing replacements 

will be considered minor capital 

improvements. 

Chapter 4 ï 

Budgeting 

10/28/2021 4 4.3.1 Organizations that fail to submit new 

Signature Cards by the July 1st deadline 

risk a negative finding in the  

Deleted Chapter 4 ï 

Payroll 

Compliance 

10/28/2021 13 13.10.2 Establish a centrally located Construction 

File, external to FSF, to include, but not 

necessarily be limited to, the following: 

Establish a centrally located Construction 

File, external to the Stateôs financial 

management and accounting system, to 

include, but not necessarily be limited to, the 

following: 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.10.1 Completed construction projects are 

entered into the FSF AM module by 

DOA.  

Completed construction projects are entered 

into the Stateôs financial management and 

accounting systemôs AM module by DOA. 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.10.1 A project is considered complete when it 

is ready for its intended use and the status 

is changed to ñin serviceò in FSF. 

A project is considered complete when it is 

ready for its intended use and the status is 

changed to ñin serviceò in the Stateôs 

financial management and accounting 

system. 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.10.1 For example, if a building is ready for 

occupancy in May, but the employees do 

not move in until the following April, the 

building asset should be established in 

FSF AM module in May. 

For example, if a building is ready for 

occupancy in May, but the employees do not 

move in until the following April, the 

building asset should be established in the 

Stateôs financial management and 

accounting systemôs AM module in May. 

Chapter 13 ï 

Asset 

Management 
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10/28/2021 13 13.10 The underlying future assets are tracked in 

the systemôs Asset Management module 

only when the assets are put into service. 

FSF is available for tracking the costs of 

all projects including projects that will  not 

meet the capitalization thresholds. 

Requirements for tracking costs are as 

follows. 

1 Project cost totaling $1 million and over 

ï must use the FSF Project Costing 

module to record all cost associated with 

the project. 

2 Project costs totaling $100,000 up to $1 

million ï must use FSF program codes 

(major or minor) to record all costs 

associated with the project or can use 

Project Costing; 

The underlying future assets are tracked in 

the Stateôs financial management and 

accounting systemôs AM module only when 

the assets are put into service. The Stateôs 

financial management and accounting 

system is available for tracking the costs of 

all projects including projects that will not 

meet the capitalization thresholds. 

Requirements for tracking costs are as 

follows: 

1 Project cost totaling $1 million and over ï 

must use the Stateôs financial management 

and accounting systemôs Project Costing 

module to record all cost associated with the 

project. 

2 Project costs totaling $100,000 up to $1 

million ï must use the Stateôs financial 

management and accounting systemôs 

program codes (major or minor) to record all 

costs associated with the project or can use 

Project Costing; 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.9.3 DOA will make the determination as to 

which method will be used to calculate 

and report the asset values in the Stateôs 

CAFR. 

DOA wil l make the determination as to 

which method wil l be used to calculate and 

report the asset values in the Stateôs ACFR. 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.8.3 - Other (NSF) Special Funds may show 

the sale proceeds as revenue since these 

funds do not need legislative action to 

increase their appropriations. 

- Other NON-Appropriated Special Funds 

(NSF) may show the sale proceeds as 

revenue since these funds do not need 

legislative action to increase their 

appropriations. 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.8.2 All  equipment, supplies, and materiel, 

including vehicles, purchased in whole or 

in part with State appropriated funds are 

considered assts of the State and not of the 

State agency which holds or uses the 

materiel. When assets held or used by a 

State agency are determined to be in 

excess of the agencyôs needs, the agency 

is responsible for notifying the OMB/GSS 

for appropriate reallocation or disposal. 

All  equipment, supplies, and materiel, 

including vehicles, purchased in whole or in 

part with State appropriated funds are 

considered assts of the State and not of the 

State Organization which holds or uses the 

materiel. When assets held or used by a State 

Organization are determined to be in excess 

of the Organizationôs needs, the 

Organization is responsible for notifying the 

Office of Management and Budget 

(OMB)/Government Support Services (GSS) 

for appropriate reallocation or disposal. 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.8.2 After all forms are reviewed and approved 

by GSS, Organizations may submit the 

capital asset for disposal by using the 

disposal worksheet within the FSF AM 

module. 

After all forms are reviewed and approved 

by GSS, Organizations may submit the 

capital asset for disposal by using the 

disposal worksheet within the Stateôs 

financial management and accounting 

systemôs AM module. 

Chapter 13 ï 

Asset 

Management 
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10/28/2021 13 13.8.1 Purchase orders are required for all assets 

costing $5,000 or more, including assets 

purchased with the PCard. It is 

recommended that Organizations use 

FSFôs Receiver functionality to record 

asset information. 

 

3. Organizations must include a Vehicle 

Identification Number, tag number, model 

number and the manufacturerôs name in 

the asset record in FSF for all vehicle 

purchases. 

Purchase orders are required for all assets 

costing $10,000 or more, including assets 

purchased with the PCard. It is 

recommended that Organizations use the 

Stateôs financial management and 

accounting systemôs Receiver functionality 

to record asset information. 

 

3. Organizations must include a Vehicle 

Identification Number, tag number, model 

number and the manufacturerôs name in the 

asset record in the Stateôs financial 

management and accounting system for all 

vehicle purchases. 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.7 Depreciation is calculated monthly in the 

FSF AM module, based on the date the 

asset was available for use or placed in 

service. 

Depreciation is calculated monthly in the 

Stateôs financial management and 

accounting systemôs AM module, based on 

the date the asset was available for use or 

placed in service. 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.5.10 The State of Delaware has elected not to 

capitalize collections placed in service 

starting in fiscal year 2010 to expedite the 

completion of the Stateôs CAFR each 

year. By not capitalizing collections, the 

State also has reduced the amount of time 

and effort required by State Organizations 

to maintain this information in the FSF 

AM module. 

The State of Delaware has elected not to 

capitalize collections placed in service 

starting in fiscal year 2010 to expedite the 

completion of the Stateôs ACFR each year. 

By not capitalizing collections, the State also 

has reduced the amount of time and effort 

required by State Organizations to maintain 

this information in the Stateôs financial 

management and accounting systemôs AM 

module. 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.5.9 For example, a mainframe CPU,  For example, a mainframe central processing 

unit (CPU), 
Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.5.9 Vehicles, furniture, and equipment that 

cost $25,000 or more that have a useful 

life of one year or more are recorded in 

FSF. 

Vehicles, furniture, and equipment that cost 

$25,000 or more that have a useful life of 

one year or more are recorded in the Stateôs 

financial management and accounting 

system. 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.5.8.1 The Stateôs purchase of such easements is 

reported in the FSF AM module. 
The Stateôs purchase of such easements is 

reported in the Stateôs financial management 

and accounting systemôs AM module. 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.5.7 If a capital asset is transferred to a  

State Organization at the conclusion of a 

lease, the asset is added to the FSF AM 

module based on the costs incurred to 

purchase the asset including interest costs. 

 

Assets purchased via lease purchase 

agreements are entered into FSF after final 

payment has been made on the lease. 

If a capital asset is transferred to a  

State Organization at the conclusion of a 

lease, the asset is added to the Stateôs 

financial management and accounting 

systemôs AM module based on the costs 

incurred to purchase the asset including 

interest costs. 

 

Assets purchased via lease purchase 

agreements are entered into Stateôs financial 

management and accounting system after 

final payment has been made on the lease. 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.5.5 Land improvements meeting the $100,000 

per unit historical cost threshold will  be 

capitalized and entered into the FSF AM 

module. 

Land improvements meeting the $100,000 

per unit historical cost threshold will be 

capitalized and entered into the Stateôs 

financial management and accounting 

systemôs AM module. 

Chapter 13 ï 

Asset 

Management 
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10/28/2021 13 13.5.4 Therefore, all land must be recorded as a 

capital asset in the FSF AM module. 

Therefore, all land must be recorded as a 

capital asset in the Stateôs financial 

management and accounting systemôs AM 

module. 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.5.1 When purchasing land and building 

together, the value of the land needs to be 

determined and categorized separately in 

the FSF Asset Management (AM) module. 

When purchasing land and building together, 

the value of the land needs to be determined 

and categorized separately in the Stateôs 

financial management and accounting 

systems AM module. 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.4 These thresholds define the amount per 

asset classification that is required to be 

reported in the FSF AM Module, and 

subsequently reported in the CAFR. The 

thresholds are further defined by 1) Sate 

Capital Asset Thresholds, 2) Medicare 

Capital Assets Thresholds, and 3) DelDot 

Capital Asset Thresholds. Organizations 

should contact DOA for assistance or 

questions pertaining to the thresholds. 

These thresholds define the amount per asset 

classification that is required to be reported 

in the Stateôs financial management and 

accounting systems AM Module, and 

subsequently reported in the Annual 

Comprehensive Financial Report (ACFR). 

The thresholds are further defined by 1) Sate 

Capital Asset Thresholds, 2) Medicare 

Capital Assets Thresholds, and 3) Delaware 

Department of Transportation (DelDot) 

Capital Asset Thresholds. Organizations 

should contact DOA for assistance or 

questions pertaining to the thresholds. 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.2 The Division of Accounting (DOA) is 

responsible for managing capitalized 

assets in FSF. 

The Division of Accounting (DOA) is 

responsible for managing capitalized assets 

in the Stateôs financial management and 

accounting system. 

Chapter 13 ï 

Asset 

Management 

10/28/2021 13 13.1 To improve financial reporting, 

accountability, and operational 

efficiencies in managing these capital 

assets, the State uses the FSF Asset 

Management (AM) module. 

The States financial management and 

accounting systemôs Asset Management 

(AM) module is used to improve financial 

reporting, accountability, and operation 

efficiencies in managing capital assets. 

 

Chapter 13 ï 

Asset 

Management 

10/28/2021 12 12.5.2 4. POs for purchases exceeding $5,000 

(individually or in aggregate) are required 

for transactional details within the Stateôs 

financial management and accounting 

system.  

4. POs for purchases exceeding $10,000 

(individually or in aggregate) are required 

for transactional details within the Stateôs 

financial management and accounting 

system. 

Chapter 12 - 

PCard 

10/28/2021 12 12.3.1 3.  

a. Purchases of $5,000 or less 

b. Purchases over $5,000 

- All current purchasing and accounting 

procedures remain in effect for purchases 

over $5,000. 

3.  

a. Purchases of $10,000 or less 

b. Purchases over $10,000 

- All current purchasing and accounting 

procedures remain in effect for purchases 

over $10,000. 

Chapter 12 - 

PCard 

10/28/2021 10 10.7.4 The Single Audit is completed after the 

State CAFR audit and uses the basic 

financial statements and any finding s 

from there as the beginning of the Single 

Audit report. 

The Single Audit is completed after the 

Stateôs Annual Comprehensive Financial 

Report (ACFR) audit and uses the basic 

financial statements and any finding s from 

there as the beginning of the Single Audit 

report. 

Chapter 10 ï 

Grants 

Management 

10/28/2021 3 3.4.2 For GAAP and CAFR purposes, 

governmental accounting transactions and 

events are recognized on either the accrual 

basis or the modified accrual basis. 

For GAAP and ACFR purposes, 

governmental accounting transactions and 

events are recognized on either the accrual 

basis or the modified accrual basis. 

Chapter 3 ï 

Delawareôs 

Accounting 

Framework 
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10/28/2021 3 3.4 The GAAP statements, as presented in the 

CAFR, are the official record of the 

financial activities of the State. Both of 

these bases are further described in this 

Chapter. 

The GAAP statements, as presented in the 

ACFR, are the official record of the financial 

activities of the State. Both of these bases 

are further described in this Chapter. 

Chapter 3 ï 

Delawareôs 

Accounting 

Framework 

10/28/2021 3 3.3.2 Measurement Focus of Accounting for 

CAFR Reporting 

Measurement Focus of Accounting for 

ACFR Reporting 

Chapter 3 ï 

Delawareôs 

Accounting 

Framework 

10/28/2021 3 3.3 This reporting is achieved through the 

yearly submission of the CAFR. The 

information in the CAFR is segregated 

according to Funds and covers all of the 

Stateôs financial activities.  

This reporting is achieved through the yearly 

submission of the ACFR. The information in 

the ACFR is segregated according to Funds 

and covers all of the Stateôs financial 

activities. 

Chapter 3 ï 

Delawareôs 

Accounting 

Framework 

10/28/2021 3 3 Each year, the State prepares the 

Comprehensive Financial Report (CAFR) 

as its official record of financial activities, 

based on national GAAP standards and 

guidelines. 

Each year, the State prepares the Annual 

Comprehensive Financial Report (ACFR) as 

its official record of financial activi ties, 

based on national GAAP standards and 

guidelines. 

Chapter 3 ï 

Delawareôs 

Accounting 

Framework 

10/28/2021 3 TOC 3.3.2 Measurement Focus of Accounting 

for CAFR Reporting 

3.3.2 Measurement Focus of Accounting for 

ACFR Reporting 

Chapter 3 ï 

Delawareôs 

Accounting 

Framework 

10/28/2021 1 1.5.2 The accurate gathering of the Stateôs 

financial information and activities is 

required in order for the State to meet its 

annual reporting requirements. Each year, 

the State produces a Comprehensive 

Annual Financial Report (CAFR), 

 

The Office of Management and Budget 

and the Department of Finance have 

identified the GAAP statements as 

presented in the CAFR to be the official 

record of the financial activities of the 

State. 

The accurate gathering of the Stateôs 

financial information and activities is 

required in order for the State to meet its 

annual reporting requirements. Each year, 

the State produces an Annual 

Comprehensive Financial Report (ACFR), 

 

The Office of Management and Budget and 

the Department of Finance have identified 

the GAAP statements as presented in the 

ACFR to be the official record of the 

financial activities of the State. 

Chapter 1 - 

Introduction 

9/1/2021 9 9.4.4 Upon approval by the Cabinet 

Secretary or Organization Head, 

Organizations should remove the 

full or partial account balance 

from the Organizationôs active 

accounts receivable file and place 

the account into a permanent 

inactive file. The Organizationôs 

accounts receivable policy should 

include periodic review of inactive 

accounts receivable to determine if 

the account(s) should be 

reclassif ied for further collection 

efforts. 

Upon approval by the Cabinet 

Secretary or Organization Head, 

Organizations should remove the 

full  or partial account balance from 

the Organizationôs active accounts 

receivable file and place the account 

into a permanent inactive file. 

Chapter 9 ï 

Receipt of 
Funds 
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9/1/2021 9 9.4 An accounts receivable report is 

submitted to the Department of 

Finance (DOF) each year as part 

of the annual GAAP reporting 

package. 

An accounts receivable report is 

submitted to the Department of 

Finance (DOF) each year as part of 

the annual Generally Accepted 

Accounting Principles (GAAP) 

reporting package. 

Chapter 9 ï 

Receipt of 
Funds 

9/1/2021 11 Exhibit C II . Support or Detail 

¶Please split details between lodging and 

meals/incidentals. Do not include taxes in 

your rate calculation. Please detail 

separately if hotel/motel charges a ñresort 

feeò.  

¶GSA Rate  

¶GSA Rate x 150%  

¶GSA Rate x N%  

i. The N% should be the percentage above 

GSA rate needed to reserve room 

described in Section I.  

 

III . Manager Sign-off  

¶Please have manager sign-off  on request 

prior to sending for OMB and DOA 

approval. This sign-off can be in the form 

of an e-mail as long as it clearly 

references the travel request and plainly 

grants approval.  

 

Below is an example of Section II 

requirements (do not include tax). See the 

GSA website for the current rates: 

http:/ /www.gsa.gov/perdiem. 

Chart shown 

II. Support or Detail  

¶Please separate details between lodging and 

meals/incidentals. Do not include taxes in 

your rate calculation.  

¶GSA Rate  

¶GSA Rate x 150% (Cabinet Level) GSA 

Ratex200% (OMB and DOA approval) 

¶GSA Rate x Actual % rate 

 

III.  Manager Approval  

¶Please have manager approve on request 

prior to submission for OMB and DOA 

approval. This sign-off can be in the form of 

an e-mail as long as it clearly references the 

travel request and plainly grants approval.  

 

Chapter 11 ï  

Travel 

9/1/2021 11 11.4.3 d. Personal telephone calls. 

(1) Travel for three nights or less, not to 

exceed $10 total. 

(2) Tr4avel for four nights or more, not to 

exceed $20 total per week. 

 

f. Gasoline and/or Other Supplies 

 

d. International cellular phone service ï 

reimbursement for the most cost-effective 

available plan for the duration of the trip. 

 

f. Gasoline, Electric charging and/or Other 

Supplies 

 

h. For international or extended travel, other 

incidental expenses including laundry or 

personal items as determined necessary and 

essential by the Organization. 

Chapter 11 ï  

Travel 

http://www.gsa.gov/perdiem


Changes to the Budget and Accounting Policy Manual 

 

Budget and Accounting Policy Manual Errata                          Page 22 of 196 

 

9/1/2021 11 11.4.2 1. Lodging 

a. Lodging costs are authorized when 

approved official travel is out-of-state, 

more than 12 hours, and overnight lodging 

is required.  

 

d. Accommodations shared with other 

State travelers should be billed and 

reimbursed to one traveler. When 

required, reimbursements to more than 

one traveler shall be based on a pro rata 

share as reported on each reimbursement 

request.  

 

e. State travelers may elect to use their 

personal campers or recreation vehicles, 

rather than staying in a hotel/motel. When 

prior approval is received from the 

appropriate Organization authority, the 

traveler will be reimbursed actual cost, not 

to exceed the location cost of hotel 

lodging.  

1. Lodging 

a. Lodging costs are authorized when 

approved official travel is out-of-state, more 

than 12 hours, and overnight lodging is 

required. Lodging must be booked through 

the travel management company unless an 

exception in Section 11.1.4 is met. 

 

d. Accommodations shared with other State 

travelers should be billed and reimbursed to 

one traveler. When required, reimbursements 

to more than one traveler should be based on 

a pro rata share as reported on each 

reimbursement request.  

 

 

Chapter 11 ï  

Travel 

9/1/2021 11 11.4.1 1. Expenses shall be based on actual 

expense method.  
1. Expenses should be based on actual 

expense method.  
 

Chapter 11 ï  

Travel 

9/1/2021 11 11.3.3 2. Vehicle Size 

Whenever possible, compact cars shall be 

rented or reserved. However, if a larger 

size vehicle is more economical or more 

than two travelers are traveling together, 

the larger vehicle may be appropriate. 

2. Vehicle Size 

Whenever possible, compact cars should be 

rented or reserved. However, if a larger size 

vehicle is more economical or more than two 

travelers are traveling together, the larger 

vehicle may be appropriate. 

Chapter 11 ï  

Travel 
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9/1/2021 11 11.3.2 1. The use of privately owned vehicles for 

out-of-state travel shall require prior 

approval of the appropriate Organization 

authority. Reimbursement of private 

vehicle expenses is at the rate prescribed 

by Delaware Code, Title 29, §7102 and 

only for actual and necessary miles 

traveled. 

In considering approval, the approval 

authority shall take into consideration the 

cost of alternative modes of travel and the 

cost of meals and lodging for the 

additional travel/transit days. 

 

2. When two or more employees travel in 

a privately owned vehicle, only one 

mileage reimbursement will be approved.  

 

3. Vehicles from Fleet Services shall be 
used for in-state travel; therefore, 
reimbursement for use of privately 
owned vehicles for in-state travel is 
discouraged. Organizations may allow 
exceptions to this policy, but in no case 
should the total amount reimbursed for 
in-state mileage to an individual on a 
single day exceed the Fleet Services daily 
discounted rental rate for a compact 
sedan. Board and Commission members 
are excluded from this provision.  

1. The use of privately-owned vehicles for 

out-of-state travel should require prior 

approval of the appropriate Organization 

authority. Reimbursement of private vehicle 

expenses is at the rate prescribed by 

Delaware Code, Title 29, §7102 and only for 

actual and necessary miles traveled. 

In considering approval, the approval 

authority should take into consideration the 

cost of alternative modes of travel and the 

cost of meals and lodging for the additional 

travel/transit days. 

 

2. When two or more employees travel in a 

privately-owned vehicle, only one mileage 

reimbursement will be approved.  

 

3. Vehicles from Fleet Services should be 

used for in-state travel; therefore, 

reimbursement for use of privately-owned 

vehicles for in-state travel is discouraged. 

Organizations may allow exceptions to this 

policy, but in no case should the total 

amount reimbursed for in-state mileage to an 

individual on a single day exceed the Fleet 

Services daily discounted rental rate for a 

compact sedan. Board and Commission 

members are excluded from this provision.  

Chapter 11 ï  

Travel 

9/1/2021 11 11.2.3 1. Accommodations 

When rail travel is the most appropriate 

mode of transportation, the most 

economical class accommodations shall 

be used. 

 

2. Routing of Travel 

All travel shall be by the most economical 
and direct routes. If a person travels by 
an indirect route for personal 
convenience, the extra expense shall be 
the responsibility of the individual. 
Reimbursement for expenses shall be 
based only on the cost of the most 
economical and direct route.  

1. Accommodations 

When rail travel is the most appropriate 

mode of transportation, the most economical 

class accommodations should be used. Rail 

travel must be booked through the travel 

management company unless an exception 

in Section 11.1.4 is met. 

 

2. Routing of Travel 

All tr avel should be by the most economical 

and direct routes. If a person travels by an 

indirect route for personal convenience, the 

extra expense must be the responsibility of 

the individual. Reimbursement for expenses 

must be based only on the cost of the most 

economical and direct route. 

Chapter 11 ï  

Travel 
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9/1/2021 11 11.2.2 1. Accommodations 

When commercial airlines are used as a 

mode of travel, accommodations should 

be coach/economy class, unless some 

other class is more economical.  

 

2. Routing of Travel 

All travel shall be by the most economical 
and direct routes. If a person travels by 
an indirect rout for personal convenience, 
the extra expense shall be the 
responsibility of the individual. 
Reimbursement for expenses shall be 
based only on the cost of the most 
economical and direct route. 

1. Accommodations 

When commercial airlines are used as a 

mode of travel, accommodations should be 

coach/economy class, unless some other 

class is more economical. Airline travel must 

be booked through the travel management 

company unless an exception in Section 

11.1.4 is met. 

 

2. Routing of Travel 

All  travel must be by the most economical 

and direct routes. If a person travels by an 

indirect rout for personal convenience, the 

extra expense must be the responsibility of 

the individual. Reimbursement for expenses 

must be based only on the cost of the most 

economical and direct route. 

 

3. International Travel 

Accommodations for international airline 

travel may be other than coach/economy 

class when: the origin or destination is 

outside of North America; the scheduled 

flight time, including non-overnight 

stopovers and change of planes, is in excess 

of 14 hours; and the employee is required to 

report for business duty within 241 hours of 

arrival at the destination. 

Chapter 11 ï  

Travel 

9/1/2021 11 11.2.1 The standard for common carrier travel is 

coach fare. Common carrier should be 

booked at the lowest available fare 

consistent with reasonable business travel 

planning and may be booked from any 

source. 

 

Travelers should make travel reservations 

as far in advance as possible to attain the 

lowest fares, including non-refundable 

tickets. Travelers may not specify 

particular airlines or other carriers to 

accumulate milage on promotional plans, 

such as frequent flyer programs for 

personal gain. 

 

Travelers may purchase tickets in advance 

of travel to take advantage of special 

discount rates (supersaver fares, etc.), or 

other savings that wil l accrue to the State 

(i.e. supersaver discounts). 

 

NOTE: Most airlines will not give refunds 
or partial refunds for supersaver airfares. 

The standard for common carrier travel is 

coach fare. Common carrier should be 

booked at the lowest available fare 

consistent with reasonable business travel 

planning through the travel management 

company. 

 

Travelers should make travel reservations as 

far in advance as possible to attain the lowest 

fares, including non-refundable tickets. 

Travelers must not specify particular airlines 

or other carriers to accumulate milage on 

promotional plans, such as frequent flyer 

programs for personal gain. 

 

Travelers should purchase tickets in advance 

of travel to take advantage of special 

discount rates, or other savings that will 

accrue to the State. 

 

NOTE: The travel management company 

will issue a credit for cancellation of a flight. 

 

Chapter 11 ï  

Travel 
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9/1/2021 11 11.1.6  Cancellation  

State funds shall not be expended to pay 
for unused reservations unless the State 
Organization is satisfied that failure to 
cancel or use the reservation was 
unavoidable. An explanation for the 
cancellation should be documented and 
maintained at the Organization. 

11.1.6 Cancellation 

State funds should not be expended to pay 

for unused reservations unless the State 

Organization is satisfied that failure to 

cancel or use the reservation was 

unavoidable. An explanation for the 

cancellation should be documented and 

maintained at the Organization. The travel 

management company allows the 

Organization to receive a credit to be used 

for future travel of any employee. 

Chapter 11 ï  

Travel 

9/1/2021 11 11.1.4  PCard moved to 11.1.5 11.1.4 Travel Management 

The State has contracted with a travel 

management company for booking 

transportation, other than rental cars, and 

lodging services. All Organizations must use 

this booking system unless one of the 

following exceptions is met: 

 

1.Travel is completely paid by an agency 

outside of the State that requires booking of 

travel reservations through their designated 

sources.   

2. The employee is attending an event or 

conference that provides óno costô travel 

reservation services, and where the 

sponsoring entity pays all travel expenses; 

either through direct billing or via post travel 

reimbursement to the State. 

 

3. The employee is attending a conference 

that provides lodging rates at or below the 

cost of the travel management company of 

the location of the travel management 

companyôs lodging results in additional local 

transportation costs. 

 

 The employee is traveling to assist with 

natural disaster and/or requires an extended 

stay facility with limited offerings by the 

travel management company in the location 

needed. 

Chapter 11 ï  

Travel 
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9/1/2021 11 11.1.3 All out-Of-state travel that extends 
beyond one day shall be approved by the 
designated Organization approval 
authority. All requests shall be made on 
the Travel Authorization Form (AP006). A 
copy of the conference or meeting 
program shall be attached to the form. 
The authorization form should be 
submitted to the Organization approval 
authority prior to the traveling day in 
compliance with Organization 
requirements. 

All out-Of-state travel that extends beyond 

one day must be approved by the designated 

Organization approval authority. All 

requests must be made on the Travel 

Authorization Form (AP006). A copy of the 

conference or meeting program should be 

attached to the form. The authorization form 

must be submitted to the Organization 

approval authority prior to the traveling day 

in compliance with Organization 

requirements. 

 

International travel must be approved by the 

designates Organization approval authority 

through requests on the Travel Authorization 

Form (AP006). Policies specific to 

international travel are included for air 

travel, lodging, meals and incidental 

expenses, and miscellaneous expenses in the 

related sections within this policy. 

Chapter 11 ï  

Travel 

9/1/2021 11 11.1.2  This policy includes the terms ñmust and 

shouldò. ñMustò requires the Organizations 

to adhere to the specific policy cited. 

ñShouldò establishes the recommended 

policy Organizations are expected to follow, 

unless reasonable documentation is provided 

for following an alternative policy. 

Chapter 11 ï  

Travel 

9/1/2021 11 11.1.1 The purpose of this policy is to provide 
guidelines and specific procedures with 
regard to incurring and reporting travel 
expenses for employees and officials for 
authorized travel expenses incurred in 
the conduct of State business 

The purpose of this policy is to provide 

guidelines and specific procedures with 

regard to incurring and reporting authorized 

travel expenses for employees and officials 

incurred in the conduct of State business 

Chapter 11 ï  

Travel 

9/1/2021 6 6.6.2 The Insurance Coverage Office of DHR has 
the centralized responsibility for the 
operation of the State Insurance 
Coverage Program. No other 
Organization is authorized to place or 
acquire any insurance. This approval is 
required for all insurance-related POs and 
direct claim transactions. This approval is 
not needed for insurance payments for 
Higher Education and DOE, if State 
General Fund monies are not expended. 
All charter school purchases of insurance 
must be approved by the State Insurance 
Coverage Office. 

The Insurance Coverage Office of DHR has 

the centralized responsibility  for the 

operation of the State Insurance Coverage 

Program. No other Organization is 

authorized to place or acquire any 

insurance. This approval is required for all 

insurance-related POs and direct claim 

transactions. 

Chapter 6 ï  

Approvals 

9/1/2021 6 6.6 Special Approvals ï Commodity 

Purchases and Contracts 

Insurance 

For ALL insurance Pos or Direct Claims. 

Approval only needed for Higher 

Education and DOE when GF monies are 

expended. All charter school insurance 

purchases must be approved by the State 

Insurance coverage Office. 

 

Special Approvals ï Commodity Purchases 

and Contracts 

Insurance 

For ALL insurance Pos or Direct Claims. 

Chapter 6 ï  

Approvals 

http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
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9/1/2021 5 5.5 Public Works Contracts: 

Medium ï ($50K - $99,999 ï 

CPAC/Facilities Management) 

Lar ge ï (greater than $100,000 ï 

CPAC/Facilities Management) 

 

If the probable cost of a Public Works 
contract is expected to exceed $100,000: 

Public Works Contracts: 

Medium ï ($50K - $49,999.99 ï 

CPAC/Facilities Management) 

Large ï (greater than $150,000 ï 

CPAC/Facilities Management) 

 

If the probable cost of a Public Works 

contract is expected to exceed $150,000: 

Chapter 5 ï  

Procurement 

9/1/2021 5 5.3.3 Professional Services Thresholds: 

Less than $50,000       Open Market 

Purchase 

$50,000 and over       Formal RFP Process 

Professional Services Thresholds: 

Less than $100,000       Open Market 

Purchase 

$100,000 and over       Formal RFP Process 

Chapter 5 ï  

Procurement 

9/1/2021 5 5.3.2 Public Works Thresholds: 

Less than $50,000       Open Market 

Purchase 

$50,000 - $99,999       3 Written Quotes 

$100,000 and over       Formal Bid 

Public Works Thresholds: 

Less than $50,000            Open Market 

Purchase 

$50,000 - $149,999.99     3 Written Quotes 

$150,000 and over           Formal Bid 

Chapter 5 ï  

Procurement 

9/1/2021 5 5.3.1 Materiel and Non-Professional Services 

Purchase Thresholds: 

Less than $10,000     Open Market 

Purchase 

$10,000 - $24,999     3 Written Quotes 

$25,000 and over       Formal Bid 

Materiel and Non-Professional Services 

Purchase Thresholds: 

Less than $10,000         Open Market 

Purchase 

$10,000 - $49,999.99    3 Written Quotes 

$50,000 and over           Formal Bid 

Chapter 5 ï  

Procurement 

9/1/2021 7 7.17.4 - Advance Payments are standard business 

practices (e.g., maintenance contracts, 

subscriptions, registration fees, airline 

reservations). 

- Advance Payments are standard business 

practices (e.g., maintenance contracts, 

subscriptions, registration fees, airline 

reservations, year-end payments for flexible 

spending account claims). 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

4/20/2021 7 7.3 Department of Natural Resources 

(DNREC) 

46. Underground Storage Tank Amnesty 

Program 

Department of Natural Resources (DNREC) 

46. Underground Storage Tank Amnesty 

Program and HSCA programs 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

4/14/2021 14 14.5 Upon hiring an alien, the Organization 
must notify PCG of the hire. 

Upon hiring an alien worker, the 

Organization must notify PCG of the hire. 

Chapter 14 ï 

Payroll 
Compliance 
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4/14/2021 14 14.5 If  an Organization is paying a Foreign 

National as a vendor, the Organization 

must notify PCG. PCG will provide the 

Organization Form W-8 BEN for 

completion. See Section 7.16 Supplier 

Information. 

Organizations must contact PCG 

immediately when an active employee 

relocates outside the United States, including 

temporarily, or prior to hiring a new 

employee that wil l reside outside the United 

States and perform their work duties 

remotely form another country.  PCG will 

review each situation to determine the ability 

of the Sate to comply with IRS regulations 

and withholding requirements imposed by 

the foreign country and provide the 

Organization with available solutions. The 

State does not have the capability to remit 

taxes to a foreign country which limits the 

Stateôs ability to employ individuals residing 

outside the United States.  

 

If  an Organization is paying a Foreign 

National as a supplier, the Organization must 

notify  PCG. PCG will provide the 

Organization Form W-8 BEN for 

completion. See Section 7.16 Supplier 

Information. 

Chapter 14 ï 

Payroll 
Compliance 

3/25/2021 7 7.3 General 

18.Organization payment for tax and fee 

collections 

19.Intragovernmental Payments made to 

external bank accounts 

Grants 

20.Grants-in-Aid expenditures, as per 

annual Grants-in-Aid legislation (Annual 

Bill passed by General Assembly) 

21.Federal funds expenditures 

22.Revenue refunds 

23.Welfare and Assistance grants 

General 

18.Organization payment for tax and fee 

collections 

19.Intragovernmental Payments made to 

external bank accounts 

20. Revenue refunds and other claim 

payments. 

Grants 

21.Grants-in-Aid expenditures, as per annual 

Grants-in-Aid legislation (Annual Bill 

passed by General Assembly) 

22.Federal funds expenditures 

23.Welfare and Assistance grants 

Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/16/2021 6 6.6 Special Approvals ï Capital 

Improvements, Department of Education 

 

For all Pos, Change Orders, and Direct 

claims coded to Bond Accounts and 

School ï Minor Capital. School-Minor 

Capital transactions require approval of 

DOE, Capital Projects Management with 

the exception of charter Schools 

Special Approvals ï Capital Improvements, 

Department of Education 

 

For all Pos, Change Orders, and Direct 

claims coded to Bond Accounts and School 

ï Minor Capital. Charter School-Minor 

Capital transactions do not require approval 

of DOE.  

Chapter 6 - 

Approvals 
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3/11/2021 7 7.3 General  

18.and fee collections 

Grants 

19.Grants-in-Aid expenditures, as per 

annual Grants-in-Aid legislation 

(Annual Bill  passed by General 

Assembly) 

20.Federal funds expenditures 

21.Revenue refunds 

22.Welfare and Assistance grants 

Legal 

23.Jury Duty and witness fees 

24.Investigation Funds (Division of 

Safety & Homeland Security 

(DSHS)) 

25.Court-appointed attorneyôs legal 

fees and other court mandated 

services such as retired judges, 

civil commitment and 

interpreters 

26.Court-mandated legal settlement 

Schools 

27.School district payments out of 

local funds (not including the 

purchase of capital assets) 

28.Student private placement 

expenses, including tuition and 

transportation 

29.Private carrier school, homeless, 

medical or athletic 

transportation 

30.School bus contractorsô payments 

Department of Health and Social 

Services (DHSS) 

31.Books purchased for resale 

32.Patient trust funds 

33.Home Health Organization 

expenditures 

 

 

General  

18.Organization payment for tax and 

fee collections 

19.Intragovernmental Payments made 

to external bank accounts 

Grants 

20.Grants-in-Aid expenditures, as per 

annual Grants-in-Aid legislation 

(Annual Bill  passed by General 

Assembly) 

21.Federal funds expenditures 

22.Revenue refunds 

23.Welfare and Assistance grants 

Legal 

24.Jury Duty and witness fees 

25.Investigation Funds (Division of 

Safety & Homeland Security 

(DSHS)) 

26.Court-appointed attorneyôs legal 

fees and other court mandated 

services such as retired judges, 

civil  commitment and interpreters 

27.Court-mandated legal settlement 

Schools 

28.School district payments out of local 

funds (not including the purchase 

of capital assets) 

29.Student private placement expenses, 

including tuition and 

transportation 

30.Private carrier school, homeless, 

medical or athletic transportation 

31.School bus contractorsô payments 

 

Department of Health and Social Services 

(DHSS) 

32.Books purchased for resale 

33.Patient trust funds 

34.Home Health Organization 

expenditures 

 

Chapter 7 ï  

Purchasing 

and 
Disbursements 
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3/11/2021 7 7.3 Delaware Department of 

Transportation (DelDOT) 

34.Right-of-way expenditures 

Office of Management and Budget 

(OMB) 

35.State Employee Pension 

Fund Investments 

36.Legal contingency Fund 

payments 

37.Replenishment for postage 

meter with Appropriated 

Special Fund (ASF) 

Department of Human Resources 

(DHR) 

38.Self-insurance fund 

payments 

Department of Labor (DOL) 

39.Blue Collar Dollar 

40.Reimbursement of carriers 

and self-insurers from the 

Industrial Accident Board 

Second Injury and 

Contingency Fund 

Department of State (DOS) 

41.Library standardsô payments 

42.Bureau of Museumsô 

purchases at auction 

Department of Finance (DOF) 

43.Monthly tourism convention 

payments (Division of 

Revenue (DOR)) 

44.PCard payment with Non-

appropriated Special Fund 

(NSF) DOA 

Department of Natural Resources 

(DNREC) 

45.Underground Storage Tank 

Amnesty Program 

Department of Technology & 

Inf ormation (DTI ) 

46.Telephone bill paid on behalf 

of State Organizations with 

ASF 

Departm ent of Services for  Child ren, 

Youth and Family (DSCYF) 

47.Foster Care Board and 

Adoption Assistance 

payments 

 

Delaware Department of Transportation 

(DelDOT) 

35.Right-of-way expenditures 

Office of Management and Budget (OMB)  

36.State Employee Pension Fund 

Investments 

37.Legal contingency Fund payments 

38.Replenishment for postage meter 

with Appropriated Special Fund 

(ASF) 

Department of Human Resources (DHR) 

39.Self-insurance fund payments 

Department of Labor (DOL) 

40.Blue Collar Dollar 

41.Reimbursement of carriers and self -

insurers from the Industrial 

Accident Board Second Injury and 

Contingency Fund 

Department of State (DOS) 

42.Library standardsô payments 

43.Bureau of Museumsô purchases at 

auction 

Department of Finance (DOF) 

44.Monthly tourism convention 

payments (Division of Revenue 

(DOR)) 

45.PCard payment with Non-

appropriated Special Fund (NSF) 

DOA 

Department of Natural Resources 

(DNREC) 

46.Underground Storage Tank Amnesty 

Program 

47.All grant funded clean energy rebate 

payments. 

Department of Technology & Infor mation 

(DTI ) 

48.Telephone bill paid on behalf of 

State Organizations with ASF 

Department of Services for  Children, 

Youth and Family (DSCYF) 

49.Foster Care Board and Adoption 

Assistance payments 

 

Chapter 7 ï  

Purchasing 

and 
Disbursements 
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3/1/2021 

 

 

7 TOC 7.5 Requisitions, Purchase Orders, and 

Change Orders 

7.5 Purchase Orders, and Change Orders Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 TOC 7.5.1 Requisitions Deleted Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 TOC 7.6.2 Regular Vouchers 7.6.2 Vouchers Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/1/2021 7 TOC 7.7.3 Single Payment Vendors 7.7.3 Single Payment Suppliers Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/1/2021 7 TOC 7.13 Transfers to Accounts External to 

FSF 

7.13 Transfers to Accounts External to the 

Stateôs financial management and 

accounting system 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 TOC 7.16 Vendor Information Supplier Information Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 TOC 7.17.2 Vendor Interest Charges 7.17.2 Supplier Interest Charges Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 TOC 7.17.3 Vendor Discounts 7.17.3 Supplier Discounts Chapter 7 ï  

Purchasing 
and 

Disbursements 

3/1/2021 7 TOC 7.17.4 Advance Payments to Vendor 7.17.4 Advance Payments to Supplier Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/1/2021 7 TOC 7.19.1 Levies and Garnishments against a 

Vendor 

7.19.1 Levies and Garnishments against a 

Supplier 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.1 The State uses an encumbrance 

accounting system to provide information 

on the actual extent of the Stateôs 

obligations (encumbrances) and to guard 

against over-committing available funds. 

Al l General Fund and Special Funds are 

subject to this encumbrance accounting 

system. 

All financial obligations of each 

Organization are recorded by the 

Secretary of Finance and the Division of 

Accounting (DOA) when they are 

incurred (29 Del. C. §6523). Agencyôs 

may not enter into any agreement or 

contract, or incur any expenses, which 

will result in an obligation in excess of the 

Agencyôs budgetary appropriations (29 

Del. C. §6519(a)). 

The State uses an encumbrance accounting 

system for all General Fund and Special 

Funds to provide information on the actual 

extent of the Stateôs obligations 

(encumbrances) and to prevent over-

committing available funds. 

All f inancial obligations of each 

Organization are recorded by the 

Department of Finance (DOF) and the 

Division of Accounting (DOA) when they 

are incurred (29 Del. C. §6523). 

Organizations may not enter into any 

agreement or contract, or incur any 

expenses, which will result in an obligation 

in excess of the Organizations budgetary 

appropriations (29 Del. C. §6519(a)). 

Chapter 7 ï  

Purchasing 

and 
Disbursements 
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3/1/2021 7 7.2 Organizations may only obligate available 

funds, and correct amounts must be 

charged at the time of the issuance of a 

PO or a Direct Claim payment. 

Organizations may only obligate available 

funds, and correct amounts must be charged 

at the time of the issuance of a Purchase 

Order (PO) or a Direct Claim payment. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.2 An agency may not create any 

indebtedness or incur any obligation for 

personal services, work, labor, property, 

materials, or supplies, except by properly 

executed and approved requisitions or 

purchase orders, unless specifically 

exempted in the Manual and bearing the 

approval or approvals as prescribed by the 

Manual (29 Del. C. §6512(a)). Any 

obligations incurred in any other manner 

will  not be considered an obligation of the 

State. 

 

A PO is required for purchases exceeding 

$5,000 (individually or in aggregate). 

Requisitions, Pos, and Direct Claims are 

initiated at the Organization. After 

receiving all required Organization 

approvals, Organizations must determine 

if the purchase is subject to any special 

 

All Requisitions, POs, and Direct Claims 

greater than $5,000 require DOA review 

and approval for processing in the Stateôs 

financial management and accounting 

system, First State Financials (FSF). For 

more information on standard and special 

approval requirements for transactions, 

Organizations should refer to Chapter 6 ï 

Approvals. 

An Organization may not create any 

indebtedness or incur any obligation for 

personal services, work, labor, property, 

materials, or supplies, except by properly 

executed and approved PO, unless 

specifically exempted in the Budget and 

Accounting Policy Manual (Manual) and 

bearing the approval or approvals as 

prescribed by the Manual (29 Del. C. 

§6512(a)). Any obligations incurred in any 

other manner will not be considered an 

obligation of the State. 

 

A PO is required for purchases exceeding 

$10,000 (individually or in aggregate). Pos, 

and Direct Claims are initiated at the 

Organization. After receiving all required 

Organization approvals, Organizations must 

determine if  the purchase is subject to any 

special approvals 

 

All  POs and Direct Claims greater than 

$10,000 require DOA review and approval 

for processing in the Stateôs financial 

management and accounting system. For 

more information on standard and special 

approval requirements for transactions, 

Organizations should refer to Chapter 6 ï 

Approvals. 

 

Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/1/2021 7 7.2 

Contd. 

If no special approvals are required to 

process the transaction, and the purchase 

is for $5,000 or less, the Requisition, PO, 

or Direct Claim is processed in the FSF 

system with only Organization approvals 

required. 

 

If  special approvals are required to 

process the purchase transaction, and the 

purchase is greater than $5,000, the 

Requisition, PO, or Direct Claim is to be 

forwarded for the needed additional 

special approvals before it is submitted to 

DOA for review and special processing. 

If no special approvals are required to 

process the transaction, and the purchase is 

for $10,000 or less, the PO or Direct Claim 

is processed in the Stateôs financial 

management and accounting system with 

only Organization approvals required. 

 

If special approvals are required to process 

the purchase transaction, and the purchase is 

greater than $10,000, the PO or Direct Claim 

is forwarded for special approvals before it 

is submitted to DOA for review and special 

processing. 

Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/1/2021 7 7.2.1 Organization purchases over $5,000 made 

using both General Fund and federal or 

local school district funds must use a PO 

to satisfy General Fund purchase 

requirements. 

Organization purchases over $10,000 made 

using both GF and federal or local school 

district funds must use a PO to satisfy GF 

purchase requirements. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.2.2 State officials and employees may not 

sign or approve any blank Requisitions or 

POs.  

State officials and employees may not sign 

or approve any blank POs. 

Chapter 7 ï  

Purchasing 
and 
Disbursements 
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3/1/2021 7 7.2.2 The disbursement of funds includes, but 

not limited to, ATM withdrawals, money 

orders, gift cards, and disbursements from 

petty cash or by Voucher. 

The disbursement of funds includes, but not 

limited to, automated teller machine (ATM) 

withdrawals, money orders, gift cards, and 

disbursements from petty cash or by 

Voucher 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.3 50.Al l expenditures not exceeding 

$5,000 (individually or in 

aggregate). A purchase must not 

be split into multiple 

transactions under $5,000 to 

circumvent the State 

Procurement Code. 

51.Salaries 

52.Other Employment Costs ï

Employer's/Employeeôs share 

53.Employee group benefi t plan 

expenditures approved by the 

General Assembly, inclusive of 

non-payroll groups 

54.Grants-in-Aid expenditures, as per 

annual Grants-in-Aid legislation 

(Annual Bil l passed by General 

Assembly) 

55.Revenue refunds 

56.Welfare and Assistance grants 

57.School district payments out of 

local funds (not including the 

purchase of capital assets) 

58.Debt service 

59.Bond sale expenses 

60.Jury Duty and witness fees 

61.Investigation Funds (DSHS) 

62.Court-appointed attorneyôs legal 

fees 

63.Court-mandated legal settlement 

64.Budget Commission Contingency 

Fund expenditures 

 

General 

1.All expenditures not exceeding $10,000 

(individually or in aggregate). A purchase 

must not be split into multiple transactions 

under $10,000 to circumvent the State 

Procurement Code. 

2.Salaries 

3.Other Employment Costs ï

Employer's/Employeeôs share 

4.Employee group benefit plan expenditures 

approved by the General Assembly, 

inclusive of non-payroll groups 

5.Budget Commission Contingency Fund 

Expenditures 

6.Freight 

7.Loan Disbursements 

8.Late payment charges (29 Del. C. 

§6516(d)) 

9. Inter ï and intra ï Organization 

reimbursement for services and supplies. 

(Seller has the right to request a PO from 

the Buyer.) 

10.Transfers to an Organizationôs account, 

external to the Stateôs financial 

management and accounting system 

11.Payments to institution inmates and 

patients 

 

Chapter 7 ï  

Purchasing 

and 
Disbursements 
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3/1/2021 7 7.3 

Contd.  

65.Expenses that are an obligation of 

the Organization, wherein the 

Organization cannot directly 

control the timing and amount 

of the expenditures 

66.Reimbursement to parents (Parent 

visits child placed in out-of-state 

facility)  

67.Student private placement 

expenses, including tuition and 

transportation 

68.Private carrier school 

transportation 

69.Client placement expenses  

70.Examinations & Premium Tax 

Evaluations 

71.Federal funds expenditures  

72.Payments to institution inmates 

and patients 

73.Funeral service payments 

74.Freight 

75.Books purchased for resale 

76.Reimbursement of carriers and 

self -insurers from the Industrial 

Accident Board Second Injury 

and Contingency Fund 

77.Hospital and medical costs 

incurred under the Migrant 

Worker Program 

78.Late payment charges (29 Del. C. 

§6516(d)) 

79.Patient trust funds 

80.State Employee Pension Fund 

Investments (OMB) 

81.Blue Collar Dollar (DOL) 

82.Home Health Agency 

expenditures (DHSS) 

83.Right-of-way expenditures 

84.Library standards' payments 

(DOS) 

85.School bus contractors' payments 

(Schools) 

86.Monthly tourism convention 

payments (DOR) 

87.DNREC Underground Storage 

Tank Amnesty Program 

88.Bureau of Museums' purchases at 

auction 

89.Legal Contingency Fund 

payments (OMB) 

90.Foster Care Board and Adoption 

Assistance payments 

91.DTI ï telephone bill for State 

Organizations (ASF) 

92.OMB's GSS and DTI ï 

replenishment for postage meter 

(ASF) 

93.DOA PCard payment (NSF) 

94.Inter- and intra-Organization 

reimbursement for services and 

supplies. (Seller has the right to 

request a PO from the Buyer.) 

95.Loan Disbursements 

96.Transfers to an Organizationôs 

account, external to FSF  

 

12.Debt service 

13.Bond sale expenses 

14.Reimbursements to parents (Parent visits 

child placed in and out-of-state facility) 

15.Client placement expenses 

16.examinations and Premium Tax 

Evaluations 

17.Funeral service payments 

18.Organization payment for tax and fee 

collections 

 

Grants 

19.Grants-in-Aid expenditures, as per annual 

Grants-in-Aid legislation (Annual Bill 

passed by General Assembly) 

20.Federal funds expenditures 

21.Revenue refunds 

22.Welfare and Assistance grants 

 

Legal 

23.Jury Duty and witness fees 

24.Investigation Funds (Division of Safety 

& Homeland Security (DSHS)) 

25.Court-appointed attorneyôs legal fees and 

other court mandated services such as 

retired judges, civil commitment and 

interpreters 

26.Court-mandated legal settlement 

 

Schools 

27.School district payments out of local 

funds (not including the purchase of 

capital assets) 

 

28.Student private placement expenses, 

including tuition and transportation 

29.Private carrier school, homeless, medical 

or athletic transportation 

30.School bus contractorsô payments 

 

Department of Health and Social Services 

(DHSS) 

31.Books purchased for resale 

32.Patient trust funds 

33.Home Health Organization expenditures 

 

Delaware Department of Transportation 

(DelDOT) 

34.Right-of-way expenditures 

 

 

Chapter 7 ï  

Purchasing 

and 
Disbursements 
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3/1/2021 7 7.3 

Contd.  

 Office of Management and Budget (OMB) 

35.State Employee Pension Fund 

Investments 

36.Legal contingency Fund payments 

37.Replenishment for postage meter with 

Appropriated Special Fund (ASF) 

 

Department of Human Resources (DHR) 

38.Self-insurance fund payments 

 

Department of Labor (DOL) 

39.Blue Collar Dollar 

40.Reimbursement of carriers and self-

insurers from the Industrial Accident 

Board Second Injury and Contingency 

Fund 

 

Department of State (DOS) 

41.Library standardsô payments 

42.Bureau of Museumsô purchases at auction 

 

Department of Finance (DOF) 

43.Monthly tourism convention payments 

(Division of Revenue (DOR)) 

44.PCard payment with Non-Appropriated 

Special Fund (NSF) DOA 

 

Department of Natural  Resources 

(DNREC) 

45.Underground Storage Tank Amnesty 

Program 

 

Department of Technology & Inf ormation 

(DTI ) 

46.Telephone bill paid on behalf of State 

Organizations with ASF 

Department of Services for Children, Youth 

and Family (DSCYF) 

47.Foster Care Board and Adoption 

Assistance payments 

 

Chapter 7 ï  

Purchasing 

and 
Disbursements 
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3/1/2021 7 7.4 POs may not be presented simultaneously 

with payment vouchers. ñAfter-the-Factò 

POs will not be accepted, unless 

accompanied by an After-the-Fact Waiver 

Request Form. The form can be accessed 

by clicking the link below. 

POs may not be presented simultaneously 

with Vouchers.  POs must be approved and 

dispatched prior to the start of services or 

order of goods or an After-the-Fact Waiver 

is required. "After-the-Fact" POs will not be 

accepted, unless accompanied by an After-

the-Fact Waiver Request Form. The form is 

available at 

http://www.budget.delaware.gov/forms/inde

x.shtml.  

The After-the-Fact Waiver Request Form 

must be signed by Organization Head and 

attached to purchase order if  value of 

purchase order is between $10,000 and 

$50,000. Above $50,000 the waiver form 

needs to be further approved by OMB and 

DOF, then attached to the purchase order. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.4.1 Ordinarily, the Secretary of Finance will 

not approve transactions where either the 

documentation or the transactions 

reflected therin are not in accordance with 

the law, the accounting Manual, or DOA 

memoranda. Under extraordinary 

circumstances, the Secretary of Finance 

may waive compliance and approve the 

transactions. 

 

To secure a waiver of procedures, an 

Organization Head (cabinet secretary or 

equivalent) must receive prior approval 

from the Office of Management and 

Budget (OMB) Director, and the Secretary 

of Finance. The waiver request should 

include: 

Ordinarily, the DOF will  not approve 

transactions where either the documentation 

or the transactions reflected therin are not in 

accordance with the law, the Manual, or 

DOA memoranda. Under extraordinary 

circumstances, the DOF may waive 

compliance and approve the transactions. 

 

To secure a waiver of procedures, an 

Organization Head (cabinet secretary or 

equivalent) must receive prior approval from 

the Director of OMB, and the DOF. The 

waiver request should include: 

Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/1/2021 7 7.4.1 In the event the waiver request is approve, 

a copy of the request and the approval 

must be forwarded by the Secretary of 

Finance to the Auditor of Accounts and 

the Attorney General. 

 

In the event the waiver request is not 

approved, the Secretary of Finance, 

through DOA, must report in writing to 

the General Assembly, the Attorney 

General, the OMB Director, (29 Del. C. 

§8304(4)0, and the Auditor of Accounts.  

In the event the waiver request is approved, 

a copy of the request and the approval is 

forwarded by the DOF to the Auditor of 

Accounts and the Attorney General. 

 

In the event the waiver request is not 

approved, it is reported in writing to the 

General Assembly, the Attorney General, the 

Director of OMB, and the Auditor of 

Accounts. 

Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/1/2021 7 7.4.2 In instances where emergency purchases 

have been made, invoices received from 

the vendor will be processed in the same 

manner as for regular encumbrances. 

In instances where emergency purchases 

have been made, invoices received from the 

supplier will  be processed in the same 

manner as for regular encumbrances. 

Chapter 7 ï  

Purchasing 
and 
Disbursements 
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3/1/2021 7 7.4.2 For emergency purchases, Organizations 

will need to complete an Emergency 

Purchase Justification Form (KK004) and 

retain it in its files. This form will include 

a brief explanation of the emergency, a 

short description of the goods and services 

to be purchased, and space for the Cabinet 

Secretary/Organization Head to sign in 

approval. The actual f inancial transaction 

must be entered by the Organization into 

FSF as a direct claim voucher or as a 

purchase order. In either case, the 

description is to include the word 

ñEmergency.ò For purchases that must be 

made immediately, a direct claim payment 

voucher must be prepared. In cases where 

the purchase must be made over an 

extended period of time, a purchase order 

must be prepared. The processing of the 

direct claim vouchers and purchase orders 

go through the normal steps required.  

For emergency purchases, Organizations 

will need to complete an Emergency 

Purchase Justification Form (KK004) and 

retain it in its files. This form will include a 

brief explanation of the emergency, a short 

description of the goods and services to be 

purchased, and space for the Cabinet 

Secretary/Organization Head to sign in 

approval. The actual financial transaction 

must be entered by the Organization into the 

Stateôs financial management and 

accounting system as a Direct Claim 

Voucher or as a PO. In either case, the 

description is to include the word 

ñEmergency.ò For purchases that must be 

made immediately, a direct claim voucher 

must be prepared. In cases where the 

purchase must be made over an extended 

period of time, a PO must be prepared. The 

processing of direct claim vouchers and 

purchase orders go through the normal steps 

required. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.5 Requisitions, Purchase Orders, and 

Change Orders 
Purchase Orders, and Change Orders Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.5 A PO is required for purchases exceeding 

$5,000 (individually or in aggregate). 

Requisitions and POs require review and 

approval in the FSF system to create an 

encumbrance. All proposed purchases 

over $5,000 require DOA review and 

approval in addition to any Organization 

level approvals. For a complete list of 

approval requirements, Organizations 

should refer to Chapter 6 ï Approvals. 

A PO is required for purchases exceeding 

$10,000 (individually or in aggregate). POs 

require review and approval in the Stateôs 

financial management and accounting 

system to create an encumbrance. All 

proposed purchases over $10,000 require 

DOA review and approval in addition to any 

Organization level approvals. For a complete 

list of approval requirements, Organizations 

should refer to Chapter 6 ï Approvals. 

Chapter 7 ï  

Purchasing 
and 

Disbursements 

3/1/2021 7 7.5 The Secretary of Finance, 

through DOA, reviews 

transactions to determine that: 

The DOF, through DOA, reviews 

transactions to determine that: 
Chapter 7 ï  

Purchasing 
and 

Disbursements 

3/1/2021 7 7.5 - The procedures set forth in the Budget 

and Accounting Policy Manual and the 

Delaware code have been followed; 

- The procedures set forth in the Manual and 

the Delaware code have been followed; 

Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/1/2021 7 7.5 Only approved POs and Change Orders 

may be dispatched to vendors. 

Organizations are responsible for 

dispatching approved POs and Change 

Orders to vendors. 

Only approved POs and Change Orders 

may be dispatched to suppliers. 

Organizations are responsible for 

dispatching approved POs and Change 

Orders to suppliers. 

Chapter 7 ï  
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3/1/2021 7 7.5.1 Requisitions 

A requisition creates a pre-encumbrance 

in FSF; not a forma obligation of funds. 

After a requisition is approved, FSF will 

create an approved PO (a formal 

encumbrance), usually through overnight 

batch processing. Organizations also have 

the option to manually source an approved 

requisition to a PO, if the Organization 

does not wish to wait for the nightly 

process. 

Organizations may encumber 

for purchases using either the 

requisition or the PO 

functionalities of FSF.   

Deleted Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.5.1 Regular Purchase Orders 

All General and Special Funds POs must 

be issued to specific vendors, unless 

exceptions are granted by OMB. See 

Section 7.5.3 ï Open Order POs, below 

for more information. 

 

All POs must include a vendor 

identification number (VIN). A list of 

identification numbers for approved 

vendors is maintained by DOA. For 

instructions on how to make changes to 

vendor information, see the State of 

Delaware Substitute Form W-9 at 

http://w9.accounting.delaware.gov/W9for

m.aspx. To add a new vendor to the 

Stateôs list of approved vendors, see the 

GSS website at 

http://gss.omb.delaware.gov/contracting/i

ndex.shtml. 

All  POs must be issued to specific suppliers, 

unless exceptions are granted by OMB. See 

Section 7.5.3 ï Open Order POs, below for 

more information. 

 

All  POs must include a supplier 

identification number. See 7.16 for details 

about supplier information. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 
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3/1/2021 7 7.5.2 Occasionally, Organizations may wish to 

encumber funds for a purchase without 

designating a specific vendor. These non-

specific vendor POs are called Open 

Order POs. 

 

Al l requests to establish Open Order Pos 

require concurrent approvals from the 

OMB Director, and the Secretary of 

Finance. After the Open Order PO has 

been approved, purchases are governed by 

normal purchasing procedures. 

 

Note: Special approvals are only required 

when Organizations establish an Open 

Order PO. Regular processing is used to 

spend against the encumbrance, after it is 

approved, and to process all payment 

Vouchers. 

 

School districts are permitted to establish 

Open Order purchase orders for school 

bus contractors without prior approval(s) 

from OMB. These POs still require DOA 

approval in the amount is greater than 

$5,000. 

Occasionally, Organizations may wish to 

encumber funds for a purchase without 

designating a specific supplier. These non-

specific supplier POs are considered Open 

Order Pos. 

 

All requests to establish Open Order POs 

require concurrent approvals from the 

Director of OMB and the DOF. After the 

Open Order PO has been approved, 

purchases are governed by normal 

purchasing procedures. 

 

Note: Special approvals are only required 

when Organizations establish an Open Order 

PO. Regular processing is used to spend 

against the encumbrance, after it is 

approved, and to process all Vouchers. 

 

School districts are permitted to establish 

Open Order purchase orders for school bus 

contractors without prior approval(s) from 

OMB. These POs still require DOA approval 

in the amount is greater than $10,000. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.5.3 As previously noted, agencyôs may not 

enter into any contract or agreements, or 

incur any expenses, which will r esult in an 

obligation in excess of an agencyôs 

appropriation. 

 

An exception to this policy is made for 

school district to allow the schools to 

obligate school supplies or capital outlay 

items for the following school year with 

the provision that the obligations(s) shall 

not be due and payable until  after July 1 

of the next fiscal year (29 Del. C. 

§6519(b)). School districts may obligate 

funds on Next Fiscal Year Pos beginning 

on March 1. 

As previously noted, Organizations may not 

enter into any contract or agreements, or 

incur any expenses, which will result in an 

obligation in excess of an Organizations 

appropriation. 

An exception to this policy is made to allow 

school districts to obligate school supplies or 

capital outlay items for the following school 

year with the provision that the 

obligations(s) shall not be due and payable 

until after July 1 of the next fiscal year (29 

Del. C. §6519(b)). School districts may 

obligate funds on Next Fiscal Year Pos 

beginning on March 1. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.5.4 Organizations should encumber funds for 

year-end by specific vendor using the best 

estimates available. 

Organizations should encumber funds for 

year-end by specific supplier using the best 

estimates available. 

Chapter 7 ï  

Purchasing 
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3/1/2021 7 7.5.4.1 Outstanding General fund encumbrances 

that carry-over into the next fiscal year are 

referred to as Type 04 POs (excess 

amounts encumbered for a vendor). Type 

04 POs are automatically reverted on June 

30, the last day of the fiscal year, into 

which they Type 04 PO was carried over. 

Appropriations designated by the General 

Assembly as continuing are exceptions to 

this policy.  

 

To pay an outstanding balance with a 

vendor after the encumbered funds have 

been reverted, Organizations must either 

request from OMB a transfer of funds 

from the Prior Year Obligations Fund, or a 

new PO must be issued for the vendor. 

This new PO will be encumbered against 

the new fiscal year appropriation.  

Outstanding GF encumbrances that carry-

over into the next fiscal year are referred to 

as Type 04 POs (excess amounts 

encumbered for a supplier). Once classified 

as a Type 04 PO thee PO will automatically 

lapse, and the funds will  revert at the end of 

the fiscal year. Appropriations designated by 

the General Assembly as continuing are 

exceptions to this policy. 

 

To pay an outstanding balance with a 

supplier after a PO has lapsed, Organizations 

must either request from OMB a transfer of 

funds from the Prior Year Obligations Fund, 

or a new PO must be issued for the supplier. 

This new PO will be encumbered against the 

new fiscal year appropriation and should 

reference the closed PO. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.5.4.2 Special Fund POs (Type 20, 40, and 50) 

will routinely be carried in FSF for up to 

two years. At the end of the second fiscal 

year, the system will verify any activity 

during the preceding 12 months: 

 

-If there has been activity associated with 

the PO, such as a Change Order or 

payment, the PO will continue as is. 

- If  there has not been any activity  

associated with the PO, the open amount 

of the PO will be decreased to $0, and the 

funds will become unencumbered 

available funds. 

 

Type 30 Special Fund POs will always be 

decreased to $0 after two years, whether 

or not there is any activity. For more 

information about Special Fund 

reversions, contact DOA. 

SF POs (Type 20, 40, and 50) will routinely 

be carried in FSF for up to two years. At the 

end of the second fiscal year, the system will 

review Transactional activity for the 

preceding 12 months: 

 

-If there has been activity  associated with the 

PO, such as a Change Order or payment, the 

PO will continue as is. 

 

- If there has not been any activity associated 

with the PO, the PO will be closed, and the 

funds returned to the available budget. 

 

Type 30 SF POs will always be closed after 

two years, whether or not there is any 

activity. Funds will return to the ASF Hold 

and ASF Spend Available Budgets 

respectively.  For more information about SF 

encumbrances, contact DOA or refer to the 

year-end accounting memo. 

Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/1/2021 7 7.5.4.3 Organizations may request a transfer from 

the Prior Year Obligations Fund, in the 

event a year-end liability  exist for a 

vendor that was not anticipated, and 

therefore, a specific PO was not prepared, 

Requests should be directed to the OMB 

Director.  

Organizations may request a transfer from 

the Prior Year appropriation, in the event a 

year-end liability exist for a supplier that 

was not anticipated, and therefore, a specific 

PO was not prepared, Requests should be 

directed to the Director of OMB. 

Chapter 7 ï  

Purchasing 
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Disbursements 



Changes to the Budget and Accounting Policy Manual 

 

Budget and Accounting Policy Manual Errata                          Page 41 of 196 

 

3/1/2021 7 7.5.5 All  adjustments to encumbrances, where 

the aggregate total is $5,000 or greater, 

(approved POs) must be initiated by 

Organizations using a Change Order 

transaction and submitted to DOA. 

Change Orders are to be used for all 

adjustments (increases or decreases) to 

both regular and Open Order POs. 

 

The same approvals required to approve 

the original encumbrance are necessary to 

adjust the PO. However, when a modified 

PO amount exceeds a higher dollar 

threshold (e.g., $5,000), additional 

approvals are required. 

Al l adjustments to encumbrances, where the 

aggregate total is $10,000 or greater, must be 

initiated by Organizations using a Change 

Order transaction and submitted to DOA. 

Change Orders are to be used for all 

adjustments (increases or decreases) to both 

regular and Open Order POs. 

 

The same approvals required to approve the 

original encumbrance are necessary to adjust 

the PO. However, when a modified PO 

amount exceeds a higher dollar threshold 

(e.g., $10,000), additional approvals are 

required. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.5.5 Note: Only dispatched POs may be altered 

with a Change Order. If an approved PO 

has not been dispatched, the Organization 

should modify and process the PO through 

FSF workflow for a PO approval. 

 

If  a specific PO is cancelled, the 

Organization will  notify the vendor in 

writing. 

Note: Only dispatched POs may be altered 

with a Change Order. If an approved PO has 

not been dispatched, the Organization should 

modify and process the PO through the 

Stateôs financial management and 

accounting system workflow for a PO 

approval. 

 

 

Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/1/2021 7 7.5.6 Requisitions are recommended to be 

initiated in FSF for purchases of capital 

assets. Organizations should enter asset 

category information into the system prior 

to the purchase of the asset. Af ter the 

capital asset has been purchased, FSF will 

forward the transaction information to 

DOA for further processing. 

 

Organization personnel are responsible for 

entering product information into FSF 

upon receipt of goods (e.g., model 

number, identifyi ng information, etc.). 

 

Organizations should contact DOAôs 

Asset Management staff for assistance, if 

required. Additional information about the 

Stateôs Asset Management requirements 

can be found in Chapter 13 ï Asset 

Management. 

POs are required in the Stateôs financial 

management and accounting system for 

purchases of capital assets. Organizations 

should enter asset category information into 

the system prior to the purchase of the asset. 

After the capital asset has been purchased, 

the Stateôs financial management and 

accounting system will provide the 

transaction information to DOA for further 

processing. 

 

Organization personnel are responsible for 

entering product information into the Stateôs 

financial management and accounting 

system upon receipt of goods (e.g., model 

number, identifying information, etc.). 

 

Organizations should contact DOAôs Asset 

Management staff for assistance, if required. 

Additional information about the Stateôs 

Asset Management requirements is located 

in Chapter 13 ï Asset Management. 

Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/1/2021 7 7.5.7 Agencies and school districts may not sue 

credit cards registered in the name of the 

employee, agency, school district, or State 

which could create an obligation of the 

State, except as specifically  and duly 

authorized by the Secretary of Finance. 

Only oil company, telephone, or contract 

credit cards may be authorized for such 

purposes, and the use of such credit cards 

is subject to all policies and procedures 

established by the Secretary of Finance 

(29 Del. C. §6505(c)). 

Organizations and school districts may not 

sue credit cards registered in the name of the 

employee, agency, school district, or State 

which could create an obligation of the State, 

except as specifically and duly authorized by 

the DOF. Only oil company, telephone, or 

contract credit cards may be authorized for 

such purposes, and the use of such credit 

cards is subject to all policies and procedures 

established by the DOF (29 Del. C. 

§6505(c)). 
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3/1/2021 7 7.6 The Secretary of Finance is responsible 

for safeguarding and systemizing the 

expenditure of State funds. State monies 

may only be expended to carry out the 

functions of State Organizations. The 

OMB Director is responsible for directing 

agencies in the manner and method in 

which forms of indebtedness are 

presented, including salaries of officers 

and employees (29 Del. C. §6514(a)). 

The DOF is responsible for safeguarding and 

systemizing the expenditure of State funds. 

State monies may only be expended to carry 

out the functions of State Organizations. The 

Director of OMB is responsible for directing 

Organizations in the manner and method in 

which forms of indebtedness are presented, 

including salaries of off icers and employees 

(29 Del. C. §6514(a)). 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.6 Monies drawn from the State Treasury to 

pay employee salaries and expenses, to 

defray the expense of any agency, on 

account of any contract for building or 

repairs, to purchase property, for work and 

labor performed, or for materials or 

supplies furnished to any agency must be 

presented to, reviewed, and approve by an 

approving official of the agency being 

charged (29 Del. C. §6515(a)) and by the 

Secretary of Finance, as required by this 

Manual. The Secretary of Finance may 

not make any requirements that will 

unnecessarily interfere with the prompt 

payment of amounts due and may not 

cause the payment of salaries to state 

officers to be delayed beyond the due date 

(29 Del. C. §6517). 

Monies drawn from the State Treasury to 

pay employee salaries and expenses, to 

defray the expense of any agency, on 

account of any contract for building or 

repairs, to purchase property, for work and 

labor performed, or for materials or supplies 

furnished to any agency must be presented 

to, reviewed, and approve by an approving 

official of the agency being charged (29 Del. 

C. §6515(a)) and by the DOF, as required by 

this Manual. The DOF may not make any 

requirements that wil l unnecessarily interfere 

with the prompt payment of amounts due 

and may not cause the payment of salaries to 

state officers to be delayed beyond the due 

date (29 Del. C. §6517). 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.6 For the payment of expenditures in which 

bills or statements are rendered, a 

Payment Voucher (PV) is used in the FSF 

system. For the payment of salaries, 

pensions, or any other expenditures in 

which bills or statements are not 

renderable, the Secretary of Finance shall 

present a signed statement authorizing the 

payment of the amounts due (29 Del. C. 

§6515(d)). 

 

The Secretary of Finance may refuse to 

approve payment for an invoice or bill 

only, if the invoice or bill:  

For the payment of expenditures in which 

bills or statements are rendered, a Voucher is 

used in the Stateôs financial management and 

accounting system. For the payment of 

salaries, pensions, or any other expenditures 

in which bill s or statements are not 

renderable, the DOF shall present a signed 

statement authorizing the payment of the 

amounts due (29 Del. C. §6515(d)). 

 

The DOF may refuse to approve payment for 

an invoice or bill only, if the invoice or bill:  

Chapter 7 ï  

Purchasing 

and 

Disbursements 

3/1/2021 7 7.6 Specif ic information regarding the 

required approvals for processing regular 

and Direct Claim Vouchers is located in 

Chapter 6 ï Approvals. 

Specific information regarding the required 

approvals for processing Vouchers and 

Direct Claim Vouchers is located in Chapter 

6 ï Approvals 

Chapter 7 ï  
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3/1/2021 7 7.6.1 All  vouchers, issued by any Organization, 

are paid by the State Treasurer upon 

certification by the officers of the 

Organization. The approval of the 

Secretary of Finance is required for 

vouchers totaling mor then $5,000. 

Methods of payment my include checks, 

drafts, (29 Del. C. §2707) and electronic 

payments. 

 

Organizations must provide the vendorôs 

invoice number and invoice date on all 

vouchers processed in the FSF system, to 

ensure payments from the State are 

properly credited to the account. The 

vendorôs invoice number is used as a 

reference on the pay advice (check stub). 

Vendorôs invoice numbers should be 

meaningful and unique. FSF will only 

process vouchers that have a unique 

vendor, vendor invoice number, and 

invoice date combination.  

All Vouchers, issued by any Organization, 

are paid by the State Treasurer (OST) upon 

certification by the officers of the 

Organization. The approval of the DOF is 

required for Vouchers totaling more than 

$10,000. Methods of payment may include 

checks, drafts, (29 Del. C. §2707) and 

electronic payments. 

 

Organizations must provide the supplierôs 

invoice number and invoice date on all 

vouchers processed in the Stateôs financial 

management and accounting system, to 

ensure payments from the State are properly 

credited to the account. The Supplierôs 

invoice number is used as a reference on the 

pay advice (check stub). Supplierôs invoice 

numbers should be meaningful and unique. 

The Stateôs financial management and 

accounting system will only process 

Vouchers that have a unique supplier, 

supplier invoice number, and invoice date 

combination. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.6.1 Organizations should not hold back 

payments until the PO can be paid in total. 

Organizations should encourage partial 

billing by vendors. 

Organizations should not hold back 

payments until the PO can be paid in total. 

Organizations should encourage partial 

billin g by suppliers. 

Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/1/2021 7 7.6.2 Regular Vouchers are also referred to as 

PO Vouchers and Payment Vouchers 

(PVs). Vouchers may be used for Direct 

Claim payments, or a voucher can 

reference a PO.  

 

Organizations should note the receipt of 

goods and services covered by a PO, 

either through FSF Receiving 

functionality, or by noting ñOK to Payò on 

the paper invoice. The Organization then 

prepares a voucher. If  the vendorôs 

invoice and the PO are not in agreement, 

the diff erence must be charged or credited 

to the proper account on the Stateôs PO, as 

a Change Order or as a Direct Claim, as 

appropriate. 

Vouchers may be used for Direct Claim 

payments, or a Voucher can reference a PO. 

 

Organizations should note the receipt of 

goods and services covered by a PO, either 

through the Stateôs financial management 

and accounting system receiving 

functionality, or by noting ñOK to Payò on 

the paper invoice. If the supplierôs invoice 

and the PO are not in agreement, the 

difference must be charged or credited to the 

proper account on the Stateôs PO, as a 

Change Order or as a Direct Claim, as 

appropriate. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.6.3 A Reversal Voucher is used to correct a 

voucher that has been posted and paid. 

The Reversal Voucher references the 

original Voucher number and can be used 

to reestablish an encumbrance.  

A Reversal Voucher is used to correct a 

voucher that has been posted and paid. The 

Reversal Voucher references the original 

Voucher number and can be used to 

reestablish an encumbrance if the 

encumbrance requires correction. 

Chapter 7 ï  
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3/1/2021 7 7.6.3 Organizations submit a request for a 

Reversal Voucher to the FSF Service 

Desk, Via email or phone. A Voucher 

Reversal Request Form (AP008) is 

completed and submitted to the FSF 

Service Desk to streamline the process. 

 

FSF Service Desk staff wil l review and, as 

needed, confirm the original and new 

coding requested by the Organization, 

prior to including as part of a service 

ticket and forwarding to the FSF AP Team 

for processing.  

 

The FSF AP Team wil l process the 

Reversal Voucher to ñundoò the initial 

voucher. After canceling the initial 

voucher, the FSF AP Team can then 

process a new voucher with the correct 

information. 

 

The FSF AP Team will contact the 

Organization to request that they review 

and approve the Reversal and Correcting 

Vouchers. These vouchers must be 

approved the same day so they will net to 

zero.  

Organizations submit a request for a 

Reversal Voucher to the DOA Service Desk, 

Via email or phone. A Voucher Reversal 

Request Form (AP008) is completed and 

submitted to the DOA Service Desk to 

streamline the process. 

 

DOA Service Desk staff will  review and, as 

needed, confirm the original and new coding 

requested by the Organization, prior to 

including as part of a service ticket and 

forwarding to the DOA Accounts Payable 

(AP) Team for processing.  

 

The DOA AP Team wil l process the 

Reversal Voucher to ñundoò the initial 

Voucher. After canceling the initial 

Voucher, the DOA AP Team can then 

process a new Voucher with the correct 

information. 

 

The DOA AP Team will  contact the 

Organization to request that they review and 

approve the Reversal and Correcting 

Vouchers. These Vouchers must be 

approved the same day so they will net to 

zero.  
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3/1/2021 7 7.6.4 When processing a journal voucher to 

correct prior funding, reference the 

original voucher, using the comments 

section when combining vouchers.  

For additional information see: Job Aid JV 

Process 

Chapter 7 ï  

Purchasing 

and 
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3/1/2021 7 7.6.5.1 All state agencies which supply goods or 

services to any other state Organization, 

person, corporation, partnership, or 

business are reimbursed for the full cost of 

the rendered goods or services. 

All state Organizations which supply 

goods or services to any other state 

Organization, person, corporation, 

partnership, or business are reimbursed 

for the full  cost of the rendered goods or 

services 

Chapter 7 ï  
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3/1/2021 7 7.6.5.2 1. Audit activates of the State Auditor 

2. Personnel activities by OMB  

4. The Printing and Publishing services 

provided by OMBôs GSS 

1. Audit activates of the Auditor of Accounts 

2. Personnel activit ies by OMB and DHR 

4. Printing and Publishing services 

provided by OMBôs Government Support 

Services (GSS) 
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3/1/2021 7 7.6.5.3 Manual Intergovernmental Vouchers 

(MIVs) are originated online. The Seller 

Organization initiates the IV transaction 

and notif ies the Buyer Organization. After 

both Organizations mark the IV complete 

in FSF, a nightly process builds the IV 

Voucher. 

 

Automated Intergovernmental Vouchers 

(AIVs) are automatically produced by 

different Organizations. DTI produces a 

monthly automated IV billi ng for 

telephone services. Other monthly 

automated IV billings include Fleet, 

Postage, Printing, and Food Distribution, 

which are produced by OMB. 

 

In these instances, both DTI and OMB are 

considered the Seller Organizations. The 

Seller Organization loads data files into 

FSF, which generates the IVs. These IVs 

are automatically approved for the Seller 

Organization. Only the Buyer 

Organization must review and mark the 

IV as complete in FSF.  

 

Intra- and Inter-Organization bill ings 

should be made on a monthly basis 

utilizing one form for each Organization 

from which goods or services are being 

received. An exception will be made in 

the month of June when billing may be on 

a weekly basis, to facilitate a timely year-

end close-out.  

Manual Intergovernmental Vouchers are 

originated online. The Seller Organization 

initiates the IV transaction and notifies the 

Buyer Organization. Af ter both 

Organizations mark the IV complete in the 

Stateôs financial management and 

accounting system, a nightly process builds 

the IV Voucher. 

 

Automated Intergovernmental Vouchers 

(AIV) are automatically produced by 

different Organizations. DTI produces a 

monthly IV billing for telephone services. 

OMB produces other monthly automated 

AIV  billings including Fleet, Postage, 

Printing, and Food Distribution. 

 

In these instances, both DTI and OMB are 

considered the Seller Organizations. The 

Seller Organization loads data fil es into the 

Stateôs financial management and 

accounting system, which generates the IVs. 

These IVs are automatically approved for the 

Seller Organization. Only the Buyer 

Organization must review and mark the IV 

as complete in the Stateôs financial 

management and accounting system.  
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3/1/2021 7 7.6.6.1 Travel advances are prohibited. Payment 

for all travel-related, approved expenses 

should be made using the Delaware Travel 

Card. 

Travel advances are prohibited. Payment for 

all travel-related, approved expenses should 

be made using the PCard. 
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3/1/2021 7 7.6.6.2 - Employees of state agencies who 

regularly receive wages-in-kind in 

addition to their salaries; 

- Employees of the Delaware Economic 

Development Office; 

- Circumstances where approval has been 

granted by the Director of the Office of 

Management and Budget and the 

Controller General. 

- Employees of state Organizations who 

regularly receive wages-in-kind in addition 

to their salaries; 

- Employees of the Division of Small 

Business; 

- Circumstances where approval has been 

granted by the Director of OMB and the 

Controller General. 
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3/1/2021 7 7.6.6.2 Non-state employees, except clients of 

State-administered programs, are not 

provided or reimbursed for food unless 

approval has been granted by the Director 

of the Office of Management and Budget 

and the Controller General. 

Contractors, except clients of State-

administered programs, are not provided or 

reimbursed for food unless approval has 

been granted by the Director of OMB and 

the Controller General. 
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3/1/2021 7 7.7 Voucher processing in FSF offers a 

number of options to increase the 

efficiency, é. 

Voucher processing in the Stateôs financial 

management and accounting system offers a 

number of options to increase the efficiency, 

é. 
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Purchasing 

and 
Disbursements 



Changes to the Budget and Accounting Policy Manual 

 

Budget and Accounting Policy Manual Errata                          Page 46 of 196 

 

3/1/2021 7 7.7.1 Multiple payments to the same vendor are 

automatically consolidated by FSF, 

whenever possible. Organizations may 

manually override system default settings 

for a transaction to stop a single payment 

from being consolidated. 

 

Payments will consolidate Statewide, 

whenever possible. For a limited number 

of vendors, school payments will 

consolidate by district. Each payment 

advice will l ist all the vendor invoices 

associated with the payment.  

Multiple payments to the same supplier are 

automatically consolidated by the Stateôs 

financial management and accounting 

system, whenever possible. Organizations 

may manually override system default 

settings for a transaction to stop a single 

payment from being consolidated. 

 

Payments wil l consolidate Statewide, 

whenever possible. For a limi ted number of 

suppliers, school payments will consolidate 

by district. Each payment advice will list all  

the supplier invoices associated with the 

payment. 
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3/1/2021 7 7.7.2 Payment Handling Codes are set to a 

default value in FSF, as part of the Vendor 

set-up process, but Organizations can 

adjust the Payment Handling Code during 

the processing of the individual voucher 

transactions, as needed. Each vendor can 

only be set up with one of the following 

Payment Handling Codes: 

- CA (Call agency/school for pick up); 

- RA (Return to agency/school by mail). 

Payment Handling Codes are set to a default 

value in the Stateôs financial management 

and accounting system, as part of the 

Supplier set-up process, but Organizations 

can adjust the Payment Handling Code 

during the processing of the individual 

Voucher transactions, as needed. Each 

supplier can only be set up with one of the 

following Payment Handling Codes: 

- CA (Call Organization/school for pick up); 

- RA (Return to Organization/school by 

mail).  
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3/1/2021 7 7.7.3 Single Payment Vendors are vendors the 

State pays only once for a non-taxable 

event. Organizations are not permitted to 

use Single Payment Vendors for any 

taxable events. Non-taxable, single 

payment events include, but are not 

limited to, revenue refunds, pension 

refunds, school bus training, and grants 

for violent crimes. Any Organization with 

questions regarding which vendors are 

eligible to be Single Payment Vendors or 

requiring additional information on the 

complete list of non-taxable events, 

should contact DOA.  

Single Payment Suppliers are suppliers the 

State pays only once for a non-taxable event. 

Organizations are not permitted to use 

Single Payment Suppliers for any taxable 

events. Non-taxable, single payment events 

include, but are not limited to, revenue 

refunds, pension refunds, school bus 

training, and grants for violent crimes. Any 

Organization with questions regarding which 

suppliers are eligible to be Single Payment 

Suppliers or requiring additional information 

on the complete list of non-taxable events, 

should contact DOA. 
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3/1/2021 7 7.8 The State Treasurer is the administrator of 

the Stateôs debt service. The State 

Treasurer executes the State PV for 

payment of the Stateôs indebtedness as a 

result of its borrowing programé 

The OST is the administrator of the Stateôs 

debt service. The OST executes the Voucher 

for payment of the Stateôs indebtedness as a 

result of its borrowing programé. 
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3/1/2021 7 7.10.3 Federal funds passed through from one 

State Organization to another State 

Organization must be done using a Budget 

Transfer or a Budget Journal transaction, 

not with a PV or an IV. Only OMB may 

execute this transaction. 

Federal funds passed through from one State 

Organization to another State Organization 

must be done using a Budget Transfer or a 

Budget Journal transaction, not with a 

Voucher or an IV. Only OMB may execute 

this transaction. 
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3/1/2021 7 7.11.1 In the event any agency improperly 

collects fees or receipts that become 

revenue to the General Fund, the State 

Treasurer has the authority (except as 

otherwise provided specifically by law) to 

make a refund from the General Fund, 

after certifying with the collecting agency 

that the fee or receipt was improperly 

collected and deposited. (29 Del. C. 

§2713) The State Treasurer wil l execute a 

Direct Claim Voucher charging the 

expenditure to the Refunds and Grants 

appropriation. 

In the event any Organization improperly 

collects fees or receipts that become revenue 

to the GF, the State Treasurer has the 

authority (except as otherwise provided 

specifically by law) to make a refund from 

the GF, after certify ing with the collecting 

Organization that the fee or receipt was 

improperly collected and deposited (29 Del. 

C. §2713). The State Treasurer will execute 

a Direct Claim Voucher charging the 

expenditure to the Refunds and Grants 

appropriation. 
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3/1/2021 7 7.11.2 If the refund is for the current Year 

corporate and personal tac, the refund 

payment is processed through the Division 

of Revenueôs (DOR) automated system. A 

Journal Entry (JE) transaction is executed 

to enter this data into FSF. The JE 

reflecting the summary of refunds by 

appropriation and account code is 

prepared by DOR and approved by the 

State Treasurer. The summary refund 

information is coded to the State 

Treasurerôs Refunds and Grants 

appropriation and sent to DOA for 

processing. 

If  the refund is for the current Year corporate 

and personal tac, the refund payment is 

processed through the DOR automated 

system. A Journal Entry (JE) transaction is 

executed to enter this data into the States 

financial management and accounting 

system. The JE reflecting the summary of 

refunds by appropriation and account code is 

prepared by DOR and approved by the OST. 

The summary refund information is coded to 

the OSTs Refunds and Grants appropriation 

and sent to DOA for processing. 

Chapter 7 ï  
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3/1/2021 7 7.12 Organizations may request a bank account 

to be held outside of FSF for purposes of 

supporting its own programs and policies 

under the Stateôs EIN.  

Organizations may request a bank account to 

be held outside of the Stateôs financial 

management and accounting system for 

purposes of supporting its own programs and 

policies under the Stateôs Employer 

Identification Number (EIN). 
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3/1/2021 7 7.12 - Delaware Department of Transportation 

(DelDOT) real estate fund 

- DelDOT real estate fund Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/1/2021 7 7.12.1 Organizations must follow the guidelines 

listed below to establish or close a bank 

account outside of FSF using the Stateôs 

EIN: 

1. The State has developed contracted 

relationships with certain banks and will  

only approve a new bank account with 

such financial institutions. A list of 

approved banks and branch locations can 

be found on the OST website. 

2. Once approved, OST will notify the 

Organization and DOA by email so that 

the bank account information may be 

added to the Organizationôs vendor record 

in FSF. 

4. Upon receipt, OST will  email the form 

to the Organization and DOA to be 

recorded to the Organizationôs vendor 

record in FSF.  

Organizations must follow the guidelines 

listed below to establish or close a bank 

account outside of the Stateôs financial 

management and accounting system using 

the Stateôs EIN:  

1. The State has developed contracted 

relationships with certain banks and wil l 

only approve a new bank account with such 

financial institutions. A list of approved 

banks and branch locations is available on 

the OST website.  

2. Once approved, OST will notify the 

Organization and DOA by email so that the 

bank account information may be added to 

the Organizationôs supplier record in the 

Stateôs financial management and 

accounting system. 

4. Upon receipt, OST will email the form to 

the Organization and DOA to be recorded to 

the Organizationôs supplier record in the 

Stateôs financial management and 

accounting system. 
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3/1/2021 7 7.12.2.1 8. Process payments over $250, but not 

exceeding $5,000, as direct claim 

Vouchers in FSF. 

9. Prohibit the use of petty cash to pay a 

vendor or an employee that is established 

in FSF. Any such payment should be 

processed as a voucher in FSF.  

16. Review General Fund and 

Appropriated Special Fund petty cash 

accounts at the end of each fiscal year to 

determine if they are still needed. 

8. Process payments over $250, but not 

exceeding $5,000, as direct claim Vouchers 

in the Stateôs financial management and 

accounting system. 

9. Prohibit the use of petty cash to pay a 

supplier or an employee that is established in 

the Stateôs financial management and 

accounting system. Any such payment 

should be processed as a voucher in the 

Stateôs financial management and 

accounting system. 

16. Review General Fund and ASF petty 

cash accounts at the end of each fiscal year 

to determine if they are still needed. 
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3/1/2021 7 7.13 Transfers to Accounts External to FSF Transfers to Accounts External to the Stateôs 

Financial Management and Accounting 

System 
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3/1/2021 7 7.13 Transfers to an Organizationôs account, 

external to FSF, are not required to 

encumber funds. However, when 

disbursing payments from the external 

account, Organizations must adhere to the 

same policies as payments disbursed from 

FSF. Approvals will be retained by the 

Organization and proof of such approvals 

must be produced if requested by DOA 

for audit or other purposes. 

Transfers to an Organizationôs account, 

external to the Stateôs financial management 

and accounting system, are not required to 

encumber funds. However, when disbursing 

payments from the external account, 

Organizations must adhere to the same 

policies as payments disbursed from the 

Stateôs financial management and 

accounting system. Approvals will be 

retained by the Organization and proof of 

such approvals must be produced if 

requested by DOA for audit or other 

purposes. 
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3/1/2021 7 7.14 Payment of earnings to State officials and 

employees, both salaried and hourly, is 

accomplished through PHRST (Payroll 

Human Resources System Technology). 

Payment of earnings to State officials and 

employees, both salaried and hourly, is 

accomplished through the Payroll Human 

Resources System Technology (PHRST). 

Chapter 7 ï  
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3/1/2021 7 7.15 The Payroll Funding adjustment (PFA) 

Bolt-On application provides a 

mechanism for the State of Delawareôs 

Organizations to correct payroll expense 

distributioné  

The Payroll Funding adjustment (PFA) 

provides a mechanism for Organizations to 

correct payroll expense distributioné. 
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3/1/2021 7 7.15 Every payroll funding adjustment 

transaction must be traceable to a tangible 

business event. The State requires the 

abil ity to look at an individual employeeôs 

pay and trace it from the source in PHRST 

to the appropriations used to fund this 

individual. That is, DOA must be able to 

look at the work the individual is assigned 

and make the determination that the 

funding is appropriate for the work. 

Payroll funding adjustments must be made 

at the paycheck level and are associated 

with a single individual. 

 

The Expired Appropriations Process 

(EAP) manages expired appropriations in 

FSF. When an appropriation referenced in 

a payroll Chartfield string is expired, FSF 

does not allow the payroll related 

transaction to post to that appropriation. 

Every PFA transaction must be traceable to a 

tangible business event. The State requires 

the ability to review an individual 

employeeôs pay and trace it from the source 

in PHRST to the appropriations used to fund 

this individual. PFAs must be made at the 

paycheck level and are associated with a 

single individual. 

 

The Expired Appropriations Process (EAP) 

manages expired appropriations in the 

Stateôs financial management and 

accounting system. When an appropriation 

funding line is expired, the EAP process will 

modify the funding line in the Stateôs 

financial management and accounting 

system to the Unfunded Payroll 

Appropriation. 
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3/1/2021 7 7.15 The Unfunded Payroll Appropriation is a 

new, zero-balance appropriation, 

established in FSF to house ñkickers.ò 

Organizations must clear balances on a 

regular basis. The PFA is used to 

redistribute charges from the Unfunded 

Payroll Appropriation to an active 

appropriation, thereby clearing the 

Unfunded Payroll Appropriation. Payroll 

transactions will continue to kick on 

future payroll charges until the source is 

corrected. To permanently correct an 

expired line of funding, PHRST End 

Users must locate and recode the source 

of the expired appropriation in the PHRST 

system.  

The Unfunded Payroll Appropriation is a 

new, zero-balance appropriation, established 

in the Stateôs financial management 

accounting system to record the expired 

funding line payroll transactions. 

Organizations must clear balances on a 

regular basis. The PFA is used to redistribute 

charges from the Unfunded Payroll 

Appropriation to an active appropriation, 

thereby clearing the Unfunded Payroll 

Appropriation. Payroll transactions will  

continue to the Unfunded Payroll 

Appropriation until the source record in the 

PHRST system is corrected.  
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3/1/2021 7 7.16 Vendor Information Supplier Information Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.16 If  a vendor has not previously done 

business with the State or changes to the 

vendorôs data are needed, the vendor is 

responsible for properly registering or 

updating the vendor record through the 

Stateôs automated Vendor W-9 process, 

which is accessible through the DOA 

website, www.accounting.delaware.gov. 

 

If a supplier has not previously done 

business with the State or changes to the 

supplierôs data are needed, the supplier is 

responsible for properly registering or 

updating the supplier record through the 

Stateôs automated eSupplier Portal, which is 

accessible through the DOA website at 

https://esupplier.erp.delaware.gov. 
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3/1/2021 7 7.16 IRS standards dictate that all vendors 

receiving payment from the State must 

have a valid vendor name and Taxpayer 

Identification Number (TIN) combination. 

All vendors must be successfully TIN 

matched against IRS records prior to the 

disbursement of payment. Vendors that 

have been successfully TIN matched may 

be selected to process requisitions, 

purchase orders, and vouchers. Purchases 

may only be made using vendors who 

have completed vendor registration and 

have been TIN matched by DOA. 

Organizations should contact DOA for 

assistance or questions relating to vendor 

requirements. 

 

Vendors must be set up and activated in 

the vendor table in order for the system to 

issue payments. State employees must 

also be set up in the vendor table. State 

employees must complete vendor set up 

by submitting the Stateôs automated DE 

Employee Vendor Form, which is 

accessible through the State Employees 

section of the DOA website 

http://www.accounting.delaware.gov/com

munications.shtml 

 

Foreign Vendors, those established 

outside of the United States, are 

responsible for completing and submitting 

a W-8 form  for review and approval. 

Purchase Orders and Vouchers cannot be 

established until the vendorôs W-8 form is 

approved by DOA. IRS standards require 

different types of W-8 forms depending 

on the entity type. The instructions for 

completion of the W-8 and its 

corresponding forms can be found on the 

IRS website. Per IRSPublication515, 

certain Foreign Vendors are subject to a 

30% withholding. 

If a supplier has not previously done 

business with the State or changes to the 

supplierôs data are needed, the supplier is 

responsible for properly registering or 

updating the supplier record through the 

Stateôs automated eSupplier Portal, which is 

accessible through the DOA website at 

https://esupplier.erp.delaware.gov. 

 

Internal Revenue Service (IRS) standards 

dictate that all suppliers receiving payment 

from the State must have a valid supplier 

name and Taxpayer Identification Number 

(TIN) combination. All  suppliers must be 

successfully TIN matched against IRS 

records prior to the disbursement of 

payment. Suppliers that have been 

successfully TIN matched may be selected to 

process Pos and vouchers. Purchases may 

only be made using suppliers who have 

completed supplier registration and have 

been TIN matched by DOA. Organizations 

should contact DOA for assistance or 

questions relating to supplier. 

 

Suppliers must be set up and active in the 

supplier table in order for the system to issue 

payments. State employees must also be set 

up in the supplier table. State employees are 

responsible for registering as a new supplier 

or updating their supplier record through the 

Stateôs automated eSupplier Portal, which is 

accessible through the DOA website at 

https://esupplier.erp.delaware.gov 
 

Foreign Suppliers, those established outside 

of the United States, are responsible for 

completing and submitting a W-8 form for 

review and approval. Pos and Vouchers 

cannot be established until the supplierôs W-

8 form is approved by DOA. IRS standards 

require different types of W-8 forms 

depending on the entity type. The 

instructions for completion of the W-8 and 

its corresponding forms can be found on the 

IRS website. Per IRS Publication 515, 

certain Foreign Suppliers are subject to a 

30% withholding. 
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3/1/2021 7 7.16 Al l Foreign Vendor payments must be 

paid from FSF. Foreign Vendors must not 

be paid through outside accounts due to 

IFS reporting requirements. Organizations 

should contact DOA for assistance or 

questions relating to Foreign Vendor 

requirements. 

Once a Foreign Vendor is established in 

the system and made active: 

 

All Foreign Supplier payments must be paid 

from the Stateôs financial management and 

accounting System. Foreign Suppliers must 

not be paid through outside accounts due to 

IFS reporting requirements. Organizations 

should contact DOA for assistance or 

questions relating to Foreign Supplier 

requirements. 

Once a Foreign Supplier is established in the 

system and made active: 
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3/1/2021 7 7.16 -Contracts must be attached to all 

Purchase Orders when using a Foreign 

Vendor. 

-Invoices must be attached to all  Vouchers 

in the system when paying a Foreign 

Supplier. 

-Purchase Orders can be created and 

payment can be made to the vendor. 

-When applicable, Foreign Vendors must 

include the following representation on 

their Invoices ñNo services were 

performed within the United Statesò. 

-Contracts must be attached to all Pos when 

using a Foreign Supplier. 

-Invoices must be attached to all Vouchers in 

the system when paying a Foreign Supplier. 

-PoOs can be created and payment can be 

made to the supplier. 

-When applicable, Foreign Suppliers must 

include the following representation on their 

Invoices ñNo services were performed 

within the United Statesò. 
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3/1/2021 7 7.17 The payment date of an invoice or bil l will 

be the date appearing on the vendor check 

issued by the State. The State shall make 

every effort to issue payments to vendors 

within 30 days of the:  

 

-Presentation of a valid invoice on which 

a State Organization is liable to make 

payment; or 

-Receipt of goods or services, if received 

after the invoice or bill. 

 

The Organization must determine what 

constitutes ñReceivedò. Organizations 

should date and time stamp all incoming 

invoices or bills. Organizations also have 

the option of using the Receiving 

functionali ty of FSF. 

 

Payment Vouchers requiring DOA 

approval should be forwarded to DOA 

(via FSF) with at least five working days 

remaining in the 30-day period to ensure 

timely payment: 

 

-Transactions will be processed in the 

order received. 

-There is no guarantee of same day 

processing. 

-A fax or copy of a document will not be 

accepted for processing unless an 

emergency situation exists and with the 

approval of DOA. 

The payment date of an invoice or bill will  

be the date appearing on the supplier check 

issued by the State. The State shall make 

every effort to issue payments to suppliers 

within 30 days of the:  

 

-Presentation of a valid invoice on which a 

State Organization is liable to make 

payment; or 

-Receipt of goods or services, if received 

after the invoice or bill. 

 

The Organization must determine what 

constitutes ñReceivedò. Organizations also 

have the option of using the Receiving 

functionality of the Stateôs financial 

management and accounting system.  

 

Vouchers requiring DOA approval should be 

submitted via the Stateôs financial 

management and accounting system with at 

least five working days remaining in the 30-

day period to ensure timely payment: 

 

-Transactions will be processed in the order 

received. 

-There is no guarantee of same day 

processing. 

 

Chapter 7 ï  

Purchasing 
and 

Disbursements 

3/1/2021 7 7.17.1 Organizations do not have to make 

payments or accrue interest charges on 

portions of an invoice or bill  which is 

contested on reasonable ground by the 

Organization, provided the Organization 

notifies the vendor, in writing and within a 

30-day period, detailing the reasons for 

contesting the invoice or bill. 

Organizations do not have to make payments 

or accrue interest charges on portions of an 

invoice or bill which is contested on 

reasonable ground by the Organization, 

provided the Organization notifies the 

supplier, in writing and within a 30-day 

period, detailing the reasons for contesting 

the invoice or bill . 

Chapter 7 ï  

Purchasing 

and 
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3/1/2021 7 7.17.2 A vendor may require that interest 

commence from the end of the 30-day 

period and continue until payment. The 

interest rate shall not exceed annualized 

rate of 12 percent. Instead of interest, 

vendors may charge a ñpenalty,ò which is 

not permitted. All interest charges shall  be 

paid by the Organization receiving the 

goods or services from the vendor. 

A supplier may require that interest 

commence from the end of the 30-day period 

and continue until payment. The interest rate 

shall not exceed annualized rate of 12 

percent. Instead of interest, suppliers may 

charge a ñpenalty,ò which is not permitted. 

All  interest charges shall be paid by the 

Organization receiving the goods or services 

from the supplier. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.17.2 The Secretary of Finance will report to the 

Controller General on January 15 and July 

15 of each year: 

- The name of any Organization which 

has, within the first six months, paid 

interest to a vendor; 

- The number or interest payments made 

by each organization; and 

- The total amount of interest paid by each 

Organization.  

The DOF will report to the Controller 

General on January 15 and July 15 of each 

year: 

- The name of any Organization which has, 

within the first six months, paid interest to a 

supplier; 

- The number or interest payments made by 

each Organization; and 

- The total amount of interest paid by each 

Organization. 

Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/1/2021 7 7.17.3 Every effort must be made to take all 

discounts allowed by vendors. This policy 

requires vendorsô invoices to be processed 

as expeditiously as possible. All 

Organizations should seek to obtain 

discount terms when negotiating 

purchases with a vendor. 

Every effort must be made to take all 

discounts allowed by suppliers. This policy 

requires suppliersô invoices to be processed 

as expeditiously as possible. All 

Organizations should seek to obtain discount 

terms when negotiating purchases with a 

supplier. 

Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/1/2021 7 7.17.4 Payments to vendors are to be made only 

after goods or services are received. The 

only exceptions to this policy are where: 

- Advance payments are standard business 

practices (e.g., maintenance contracts, 

subscriptions, registration fees, airline 

reservations). 

- An advanced payment is in the Stateôs 

best interests. Requests for such advance 

payments must be in writing to the OMB 

Director, and receive the concurrent 

approval of the OMB Director and the 

Secretary of Finance.  

Payments to suppliers are to be made only 

after goods or services are received. The 

only exceptions to this policy are where: 

- Advance payments are standard business 

practices (e.g., maintenance contracts, 

subscriptions, registration fees, airline 

reservations). 

- An advanced payment is in the Stateôs best 

interests. Requests for such advance 

payments must be in writing to the Director 

of OMB and receive the concurrent approval 

of the Director of OMB and DOF. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.18 The standard method of generating a 

check is through FSF. When all approvals 

have been entered for a voucher, FSF will 

process the necessary check, as scheduled 

(generally, the next overnight batch job). 

Checks are then sent to OST for 

verification and signature (29 Del. C. 

6516(a)). 

The standard method of generating a check 

is through the Stateôs financial management 

and accounting system. When all approvals 

have been entered for a voucher, the Stateôs 

financial management and accounting 

system will process the necessary check, as 

scheduled (generally, the next overnight 

batch job). Checks are then sent to OST for 

verification and signature (29 Del. C. 

6516(a)). 

Chapter 7 ï  
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3/1/2021 7 7.18.1 Al l checks are drawn in consecutive 

numerical order (29 Del. C. §6516(b)). 

The Secretary of Finance will periodically 

verify that the State Treasurer has drawn 

no checks other than those accounted for 

as described in 29 Del. C. §6516. 

 

Checks or drafts issued by the State 

Treasurer wil l not be honored after the 

expiration of six months from the date of 

issuance. (29 Del. C. §2706(b)) The State 

processes manual warrant transactions, 

using voucher to be paid by wire transfers. 

All checks are drawn in consecutive 

numerical order (29 Del. C. §6516(b)). The 

DOF will periodically verify that OST has 

drawn no checks other than those accounted 

for as described in (29 Del. C. §6516). 

 

Checks or drafts issued by the OST will not 

be honored after the expiration of six months 

from the date of issuance (29 Del. C. 

§2706(b)). The State processes manual 

warrant transactions, using voucher to be 

paid by wire transfers. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.18.2 Any check that is written in error, or a 

check an Organization has decided not to 

forward to a vendor, must be processed 

for cancellation through OST.  

Any check that is written in error, or a check 

an Organization has decided not to forward 

to a supplier, must be processed for 

cancellation through OST. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.19.1 As the need arises, the Internal Revenue 

Service (IRS) and/or the Stateôs DOR will 

send DOA a notice of a levy or a State of 

Delaware Tax Garnishment, in order to 

collect money owed by a taxpayer.  

As the need arises, the IRS and/or the Stateôs 

DOR will send DOA a notice of a levy or a 

State of Delaware Tax Garnishment, in order 

to collect money owed by a taxpayer. 

Chapter 7 ï  

Purchasing 
and 
Disbursements 

3/1/2021 7 7.19.1 When entering a voucher to a vendor that 

has a levy or garnishment applied to their 

Taxpayer Identification Number (TIN), 

Organizations may not add another suffix 

or omit the IRS or DOR name and 

address. A levy or garnishment requires 

the State to turn over all money obligated 

to the vendor or taxpayer. If a suffix is 

added and the money is sent directly to the 

individual, the Organization will be 

responsible for retrieving the money to 

satisfy the levy or garnishment.  

 

Vendor checks should not be returned to 

an Organization in order to change the 

IRS or DOR name and address to the 

vendorôs address. The bank will  refuse to 

cash or deposit the check and will notify 

OST of the change.  

 

Organizations should contact DOA 

regarding any questions concerning levies 

and garnishments.  

When entering a voucher to a supplier that 

has a levy or garnishment applied to their 

TIN, Organizations may not add another 

suffix or omit the IRS or DOR name and 

address. A levy or garnishment requires the 

State to turn over all money obligated to the 

vendor or taxpayer. If a suffix is added and 

the money is sent directly to the individual, 

the Organization wil l be responsible for 

retrieving the money to satisfy the levy or 

garnishment.  

 

Supplier checks should not be returned to an 

Organization in order to change the IRS or 

DOR name and address to the supplierôs 

address. The bank will refuse to cash or 

deposit the check and will  notify OST of the 

change.  

 

Organizations should contact DOA 

regarding any questions concerning levies 

and garnishments. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.19.2 The State of Delaware is exempt from 

paying federal excise tax. According to 

the IRS, the buyer (State of Delaware) is 

to provide to the seller (the vendor) a 

certificate with this information. In 

January, DOA distributes the Certificate 

of Tax-Exempt Status for the State of 

Delaware to Organizations via the annual 

Tax-Exempt Certificate Accounting 

Memo. To determine if a purchase is tax 

exempt or non-exempt, Organizations 

should review IRS Publication 510. 

The State of Delaware is exempt only from 

paying certain federal excise taxes. 

According to the IRS, the seller (supplier) 

must provide the buyer (State of Delaware) 

with an appropriate form for the specific 

exempt excise tax. Either OMB or DOA are 

responsible for signing the forms and 

returning to the supplier. To determine if a 

purchase is tax exempt or non-exempt, 

Organizations should review IRS 

Publication 510. 
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3/1/2021 7 7.20 DOA produces IRS Information Returns 

annually for payments made through FSF. 

Reporting includes Forms 1099-MISC, 

1099-G, and 1099-INT. DOA primarily 

reports non-employee compensation for 

payments made to vendors in the course 

of the vendorôs trade or business on a 

Form 1099-MISC. Rent, medical and 

health care payments, and payments to 

attorneys are also reported on a Form 

1099-MISC. Also reported are agricultural 

payments on a Form 1099-G and interest 

income on a Form 1099-INT. 

DOA produces IRS Information Returns 

annually for payments made through the 

Stateôs financial management and 

accounting system. Reporting includes 

Forms 1099-MISC, 1099-G, and 1099-INT. 

DOA primarily reports non-employee 

compensation for payments made to 

suppliers in the course of the supplierôs trade 

or business on a Form 1099-MISC. Rent, 

medical and health care payments, and 

payments to attorneys are also reported on a 

Form 1099-MISC. Agricultural payments 

are reported on a Form 1099-G and interest 

income on a Form 1099-INT. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.20 Vendor 1099 reportable status is 

established when the vendor submits a 

Delaware Substitute Form W-9, which can 

be found on the DOA website, 

www.accounting.delaware.gov. The dollar 

threshold for Form 1099-MISC reporting 

is $600. The dollar threshold for Form 

1099-G is any amount and for Form 1099-

INT is $10. 

 

FSF has a 1099 External Transactions 

component in place to enable capturing 

1099 reportable payments made outside of 

FSF. However, the best practice is to 

process all vendor payments in FSF. 

Instructions for using this component are 

available at 

http://www.accounting.delaware.gov/DO

A_Memos.shtml. 

Supplier 1099 reportable status is established 

when the supplier registers through the 

Stateôs automated eSupplier Portal at 

https://esupplier.erp.delaware.gov. The 

dollar threshold for Form 1099-MISC 

reporting is $600. The dollar threshold for 

Form 1099-G is any amount and for Form 

1099-INT is $10. 

 

The Stateôs financial management and 

accounting system has a 1099 External 

Transactions component in place to enable 

capturing 1099 reportable payments made 

outside of the Stateôs financial management 

and accounting system. However, the best 

practice is to process all supplier payments 

in the Stateôs financial management and 

accounting system. Instructions for using 

this component are available at 

http://extranet.fsf.state.de.us/DOA_Memos.s

html. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 7 7.21 Organizations are responsible for 

maintaining supporting documentation for 

Organization transactions. Organizations 

have the option of attaching (scanning) 

supporting documents to the transaction in 

FSF, or Organizations may retain 

supporting hardcopy documents in 

compliance with the Document Retention 

schedules set forth by the Delaware Public 

Archives. 

Organizations are responsible for 

maintaining supporting documentation for 

their transactions. Organizations are 

encouraged to attach (scan) supporting 

documents to the transaction in the Stateôs 

financial management and accounting 

system, or Organizations may retain 

supporting hardcopy documents in 

compliance with the Document Retention 

schedules set forth by the Delaware Public 

Archives. 

Chapter 7 ï  

Purchasing 

and 
Disbursements 

3/1/2021 6 6.5 <$5000 Standard Approval Only 

<$5000 Special Approval(s) Required 

> $5000 Standard Approvals only 

>$5000 Special Approval(s) Required 

<$10000 Standard Approval Only 

<$10000 Special Approval(s) Required 

> 10000 Standard Approvals only 

>$10000 Special Approval(s) Required 

Chapter 6 - 

Approvals 

3/1/2021 6 6.5 Transaction Approvals 

Only if the total PO value is greater than 

$5,000. 

Transaction Approvals 

Only if the total PO value is greater than 

$10,000. 

Chapter 6 - 

Approvals 

3/1/2021 6 6.5 Transaction Approvals 

For Grants ï Transfers over $5,000 or 

over 10% of a total grant value require 

approval form the Grantor 

Transaction Approvals 

For Grants ï Transfers over $10,000 or over 

10% of a total grant value require approval 

form the Grantor 

Chapter 6 - 

Approvals 

http://www.accounting.delaware.gov/
https://esupplier.erp.delaware.gov/
http://extranet.fsf.state.de.us/DOA_Memos.shtml
http://extranet.fsf.state.de.us/DOA_Memos.shtml


Changes to the Budget and Accounting Policy Manual 

 

Budget and Accounting Policy Manual Errata                          Page 55 of 196 

 

3/1/2021 6 6.6 Capital Improvements 

For all Pos, Change Orders, and Direct 

Claims coded to Bond Accounts and 

School ï Minor Capital. School-Minor 

Capital transactions require approval of 

DOE, Capital Projects Management. 

Capital Improvements 

For all Pos, Change Orders, and Direct 

Claims coded to Bond Accounts and School 

ï Minor Capital. School-Minor Capital 

transactions require approval of DOE, 

Capital Projects Management with the 

exception of Charter Schools. 

Chapter 6 - 

Approvals 

3/1/2021 6 6.6.8 Al l purchases over $5,000 also require the 

approval of DOA. 

All purchases over $10,000 also require the 

approval of DOA. 

Chapter 6 - 

Approvals 

11/18/2020 14 14.3 Cards are signed by all individuals 

authorized by the Organization Head to 

expend funds for the Department IDs 

listed on the card. The Organization Head 

is required to sign with a LIVE signature 

to indicate authorization of all signers to 

expend funds. 

Cards indicate all individuals authorized by 

the Organization Head to expend funds for 

the Department IDs listed on the card. The 

Organization Head is required to sign to 

indicate authorization of all signers to 

expend funds. 

Chapter 14 ï 

Payroll 

Compliance 

11/18/2020 14 14.5 Upon hiring an alien, the Organization 

must notify PCG of the hire. For detailed 

information refer to Payroll Procedure 

PCG-NRA-Tax Treatment of Income Paid 

to Al iens: 

https://accounting.delaware.gov/payroll_co

mp/PCG-NRA.pdf 

Upon hiring an alien, the Organization must 

notify PCG of the hire. For detailed 

information refer to Payroll Procedure PCG-

NRA-Tax Treatment of Income Paid to 

Aliens: 

https://accounting.delaware.gov/payroll_com

p/PCG-NRA.pdf 

 

If an Organization is paying a Foreign 

National as a vendor, the Organization must 

notify PCG, PCG will provide the 

Organization Form W-8 BEN for 

completion. See Section 7.16 Supplier 

Information. 

Chapter 14 ï 

Payroll 

Compliance 

1/8/2020 

 

9 Intro All  receipts of monies of the State are 

credited into the General Fund (29 Del. C. 

§6102(a)), except as noted otherwise in 

this Manual. Funds not deposited into the 

General Fund are placed in Special Funds 

and accounts. 

 

The State Treasurer is responsible for 

loading daily deposit information received 

from the Stateôs banks into the Stateôs 

financial management and accounting 

system, First State Financials (FSF). 

Organizations are then responsible for 

applying deposits into the correct 

Organization appropriation. 

 

The Secretary of Finance is accountable 

for all monies collected on behalf of the 

Stateé. 

All r eceipts of monies of the State are 

credited into the General Fund (GF) (29 Del. 

C. §6102(a)), except as noted otherwise in 

this Budget and Accounting Policy Manual 

(Manual). Funds not deposited into the GF 

are placed in Special Funds (SF) and 

accounts. 

 

The Office of the State Treasurer (OST) is 

responsible for loading daily deposit 

information received from the Stateôs banks 

into the Stateôs financial management and 

accounting system. Organizations are then 

responsible for applying deposits into the 

correct appropriation. 

 

The Secretary of Finance (DOF) is 

accountable for all monies collected on 

behalf of the Stateé.. 

Chapter 9 ï 

Receipt of 

Funds 
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1/8/2020 

 

9 9.1 The State Treasurer is responsible for 

enforcing all policies established by the 

Board with respect to the creation of all 

checking accounts by the State. (29 Del. 

C. §2716(d)(2)) The State Treasurer is 

also responsible for investing monies 

belonging to the State in accordance with 

the Boardôs policies, except as noted 

otherwise in this Manual. (29 Del. C. 

§2716(e)(1)) The Board may amend or 

change these policies from the time to 

time and may grant waivers for these 

policies, should the Board determine the 

policies are not in the Stateôs best 

interests. 

 

Organizations must report to the State 

Treasurer projections of receipts and 

expenditures, so the State Treasurer may 

provide the Board with accurate cash flow 

forecasts. (29 Del. C. §2716(e)(2)) 

The OST is responsible for enforcing all 

policies established by the Board with 

respect to the creation of all checking 

accounts by the State (29 Del. C. 

§2716(d)(2)) The OST is also responsible 

for investing monies belonging to the State 

in accordance with the Boardôs policies, 

except as noted otherwise in this Manual. 

(29 Del. C. §2716(e)(1)) The Board may 

amend or change these policies from time to 

time and may grant waivers for these 

policies, should the Board determine the 

policies are not in the Stateôs best interests. 

 

Organizations must report to the OST 

projections of receipts and expenditures, so 

the State Treasurer may provide the Board 

with accurate cash flow forecasts. (29 Del. 

C. §2716(e)(2)) 

Chapter 9 ï 

Receipt of 

Funds 

1/8/2020 9 9.2 Organizations must exercise close control 

in handling cash receipts. Exact audit 

requirements for processing cash receipts 

may vary among Organizations; however, 

the following basic procedures must be 

followed: 

 

1st bullet 

Organizations must separate the functions 

of cashier and accounting among 

Organization personnel. 

2nd bullet 

Frequent and unannounced cash counts 

must be conducted by Organizations 

personnel other than those responsible for 

the handling and accounting of cash 

receipts. 

4th bullet 

Check endorsements should satisfy 

general endorsement requirements, as 

outlined periodically by the State 

Treasurer. 

Organizations must exercise close control in 

handling Cash Receipts (CR). Exact audit 

requirements for processing CRs may vary 

among Organizations; however, the 

following basic procedures must be 

followed: 

 

1st bullet 

Organizations must separate the functions of 

cashier and accounting among personnel. 

2nd bullet 

Frequent and unannounced cash counts must 

be conducted by Organizations personnel 

other than those responsible for the handling 

and accounting of CRs. 

4th bullet 

Check endorsements should satisfy general 

endorsement requirements, as outlined 

periodically by the OST. 

Chapter 9 ï 

Receipt of 

Funds 

1/8/2020 9 9.2.1 The State Treasurer may receive 

dividends or interest from any stock, 

shares, loans, or investments of monies 

belonging to the State or to a school. The 

State Treasurer is responsible for 

allocating the received funds to the proper 

Organizations. (29 Del. C. §2709) 

Organizations are responsible for applying 

the funds to the correct Organization 

appropriation. 

The OST may receive dividends or interest 

from any stock, shares, loans, or investments 

of monies belonging to the State or to a 

school. The OST is responsible for 

allocating the received funds to the proper 

Organizations (29 Del. C. §2709). 

Organizations are responsible for applying 

the funds to the correct Organization 

appropriation. 

Chapter 9 ï 

Receipt of 

Funds 
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1/8/2020 9 9.2.2 The Division of Revenue (DOR), 

Department of State, and the Bank 

Commission have independent systems to 

manage the detailed accounting associated 

with the tax revenues collected by the 

Division. Tax period and taxpayer-

specific information is captured from the 

tax remittance documents (e.g., tax return 

forms, checks) and entered into the 

appropriate system. A Cash Receipt (CR) 

transaction is processed by DOR to 

properly credit the cash receipts into the 

Stateôs cash collections account and FSF. 

The Division of Revenue (DOR), 

Department of State, and the Bank 

Commission have independent systems to 

manage the detailed accounting associated 

with collected tax revenues. Tax period and 

taxpayer-specific information is captured 

from the tax remittance documents (e.g., tax 

return forms, checks) and entered into the 

appropriate system. A CR transaction is 

processed by Organizations to properly 

credit the CRs into the Stateôs cash 

collections account and Stateôs financial 

management and accounting system. 

Chapter 9 ï 

Receipt of 

Funds 

1/8/2020 9 9.3 The current list of Special Funds and 

Accounts follows: 

1. Accounts established by Organizations 

for the collection of receipts for: 

- Board; 

- Tuition; 

-Hospital Treatments; and 

- Sale of Farm Products 

(29 Del. C. §6102(b)) 

 

The current list of SF and Accounts are 

included in Chapter 3 Section 3.2. 

Chapter 9 ï 

Receipt of 
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1/8/2020 9 9.3 

Contd. 

2. Revenue Refund Accounts (29 Del. C. 

§6533(e)) 

3. Federal Aid Funds ï All  federal 

financial assistance program money 

received by the State, whether directly or 

indirectly, in the form of cash, check, or 

via an electronic funds transfer method. 

(29 Del. C. §2711(a)) 

4. Capital Improvement Projects Fund ï 

All monies received from the sale of 

bonds and notes issued for the capital 

improvement program. (29 Del. C. §7414) 

5. First State Improvement Fund (29 Del. 

C. §5080) 

6. Advanced Planning and Real Property 

Acquisition Fund (29 Del. C. §6343) 

7. Accounts established for minor capital 

improvements by local school districts (29 

Del. C. §7528) 

8. Accounts established for the rental, 

repair, and lease purchase of portable 

classrooms by the State Board of 

Education (29 Del. C. §6102(d)) 

9. Accounts established for the Business 

Enterprise Programôs vending receipts, 

operated by the Division for the Visually 

Impaired, within the Department of Health 

and social Services. (29 Del. C. §6102(l)) 

10. Accounts established for the 

improvement of statewide (departmental 

and divisional) indirect cost recoveries 

from programs financed in whole or in 

part with federal funds. (29 Del. C. 

§6102(k)) 

11. Accounts established for the Delaware 

Emergency Management Agency (29 Del. 

C. §6102(i)) 

12. Division of Corporations Corporate 

Revolving Fund (29 Del. C. §2311(b)) 

13. Emergency Housing Fund (29 Del. C. 

§7953) 

14. State Lottery Fund (29 Del. C. §4815) 

15. Delaware Higher Education Loan 

Program Fund (29 Del. C. §6102(e)) 

16. University of Delaware Funds (29 Del. 

C. §6102(b)) 

17. Delaware State University Funds (29 

Del. C. §6102(b)) 

18. Delaware Technical and Community 

College Funds (29 Del. C. §6102(b)) 

19. Delaware Child Support Enforcement 

Account (29 Del. C. §6102(g)) 

20. Delaware State Housing Authority 

Funds (29 Del. C. §6102(h)) 

21. Housing Development Fund (31 Del. 

C. §4030) 

22. Local School District Funds (29 Del. 

C. §6102(j)) 

23. Delaware Housing Insurance Fund (31 

Del. C. §4050) 

 Chapter 9 ï 
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1/8/2020 9 9.3.1 Funds not maintained under the custody of 

the State Treasurer should be managed as 

regular school internal funds and are 

subject to the accounting procedures 

described above. 

Funds not maintained under the custody of 

the OST should be managed as regular 

school internal funds and are subject to the 

accounting procedures described above. 

Chapter 9 ï 

Receipt of 

Funds 

1/8/2020 9 9.3.2 Proceeds from the sale of bonds, notes, 

and revenue notes, including premiums 

and accrued interest, are deposited by the 

State Treasurer into State Funds as 

follows: 

1st bullet 

All proceeds from the sale of bonds or 

notes, other than premiums or accrued 

interest, are deposited into a Special Fund 

or Funds of the State, and are applied for 

the purposes for which the bonds or notes 

were issued. 

2nd bullet 

All proceeds from the sale of revenue 

notes and all accrued interest from the sale 

of bonds or revenue notes are deposited 

into the General Fund. 

3rd bullet 

Any premium from bonds or revenue 

notes are deposited, at the discretion of the 

Director of the Office of Management and 

Budget (OMB), the Controller General, 

and the Secretary of Finance, into: 

A Special Fund of the State; or 

Proceeds from the sale of bonds, notes, and 

revenue notes, including premiums and 

accrued interest, are deposited by the OST 

into State funds as follows: 

1st bullet 

All proceeds from the sale of bonds or notes, 

other than premiums or accrued interest, are 

deposited into a SF or funds of the State and 

are applied for the purposes for which the 

bonds or notes were issued. 

2nd bullet 

All proceeds from the sale of revenue notes 

and all accrued interest from the sale of 

bonds or revenue notes are deposited into the 

GF. 

3rd bullet 

Any premium from bonds or revenue notes 

are deposited, at the discretion of the 

Director of the Off ice of Management and 

Budget (OMB), the Controller General, and 

the Secretary of Finance, into: 

  - SFs of the State; or 

Chapter 9 ï 

Receipt of 

Funds 

1/8/2020 9 9.3.3 All federal grant funds should be made 

payable to the State Treasurer. Funds wil l 

be credited to the Stateôs ñFederal Aid 

Accountò Special Fund (29 Del. C. 

§2711(a)), unless the federal government 

requires the funds for a specific grant to 

be segregated into a separate account. The 

State Treasurer is responsible for 

establishing any such segregated accounts 

for grant funds in compliance with all 

federal requirements. Organizations 

should use the delivered functionality of 

FSF to bill grantors for draw downs 

associated with the Organizationôs 

grant(s). 

All federal grant funds should be made 

payable to the State Treasurer. Funds will be 

credited to the Stateôs ñFederal Aid 

Accountò SF (29 Del. C. §2711(a)), unless 

the federal government requires the funds for 

a specif ic grant to be segregated into a 

separate account. The OST is responsible for 

establishing any such segregated accounts 

for grant funds in compliance with all 

federal requirements. Organizations should 

use the delivered functionality of the Stateôs 

financial management and accounting 

system to bill grantors for draw-downs 

associated with the Organizationôs grant(s). 

Chapter 9 ï 

Receipt of 

Funds 

1/8/2020 9 9.3.4 Organizations periodically receive refunds 

from employees r from vendors. The 

refunds (General Fund and Special Fund) 

are processed as follows: 

Organizations periodically receive refunds 

from employees or vendors. The refunds 

(GF and SF) are processed as follows: 

Chapter 9 ï 

Receipt of 

Funds 

1/8/2020 9 9.3.5 A local school board may allow school-

sponsored organizations, nonprofit 

organizations, or any governmental 

Agencies to use school property or 

equipment under its jurisdiction free of 

charge: or the local school board may 

adopt a policy to charge these Agencies or 

organizations a fee for costs incurred in 

excess of normal operations. 

A local school board may allow school-

sponsored organizations, nonprofit 

organizations, or any governmental 

Organizations to use school property or 

equipment under its jurisdiction free of 

charge; or the local school board may adopt 

a policy to charge these Agencies or 

Organizations a fee for costs incurred in 

excess of normal operations. 
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1/8/2020 9 9.3.6 If  the designated fee per copy is not an 

adequate recovery for an Organization, the 

Organization may submit a request to the 

OMB Director to increase the fee and/or 

charge administrative feesé.. 

If the designated fee per copy is not an 

adequate recovery for an Organization, the 

Organization may submit a request to the 

Director of OMB to increase the fee and/or 

charge administrative feesé.. 

Chapter 9 ï 

Receipt of 

Funds 

1/8/2020 9 9.3.7 State employees and private citizens who 

are found guilty, by a court or through 

another settlement process, of theft, 

embezzlement, or fraud, in the handling or 

receipt of State funds or property, may be 

required to make restitution to the State. 

Due to the wide array of variable criteria 

that can apply to each case, the proper 

handling of the restitution must be 

addressed on a case-by-case basis. 

 

Organizations must inform the OMB 

Director and the Secretary of Finance of 

the details of any and all incidents of theft, 

embezzlement, or fraud with respect to 

State monies or property as soon as the 

alleged behavior is discoveredé.. 

State employees and private citizens who are 

found guilty, by a court or through another 

settlement process, of theft, embezzlement, 

or fraud, in the handling or receipt of State 

funds or property, may be required to make 

restitution to the State. Proper handling of 

the restitution must be addressed on a case-

by-case basis. 

 

Organizations must inform the Director of 

OMB and the DOF of the details of any and 

all incidents of theft, embezzlement, or fraud 

with respect to State monies or property as 

soon as the alleged behavior is discoveredé. 

Chapter 9 ï 

Receipt of 

Funds 

1/8/2020 9 9.4 Accounts Receivable represents amounts 

billed or billable to patients, clients, or 

taxpayers when the State provides goods 

and services or when the State establishes 

a due date for various fees or taxes. An 

accounts receivable report is submitted to 

the Secretary of Finance each year as port 

of the annual GAAP reporting package. 

Accounts Receivable represents amounts 

billed or billable to patients, clients, or 

taxpayers when the State provides goods and 

services or when the State establishes a due 

date for various fees or taxes. An accounts 

receivable report is submitted to the 

Department of Finance (DOF) each year as 

port of the annual GAAP reporting package. 

Chapter 9 ï 

Receipt of 

Funds 

1/8/2020 9 9.4.1 Organizations should coordinate with the 

Department of Finance (DOF) and consult 

with the Attorney General to develop 

collection procedures. Each Organization 

must provide an annual written report of 

its procedures, or any amendments to its 

procedures, to the Secretary of Finance by 

June 30. 

Organizations are required to cooperate 

with the Attorney General in effecting 

collections and should use the remedies 

provided by the legal system, as 

appropriate. If the account remains 

uncollectible, the Organization should 

refer to the account to the Secretary of 

Finance with all pertinent information. 

Organizations should coordinate with the 

DOF and consult with the Attorney General 

to develop collection procedures. Each 

Organization must provide an annual written 

report of its procedures, or any amendments 

to its procedures, to the Secretary of Finance 

as part of the annual GAAP reporting 

package. 

Organizations are required to cooperate with 

the Attorney General in effecting collections 

and should use remedies provided by the 

legal system, as appropriate. If the account 

remains uncollectible, the Organization 

should refer to the account to the Secretary 

of Finance with all pertinent information 

Chapter 9 ï 

Receipt of 

Funds 

1/8/2020 9 9.4.2 Organizations must document the 

procedure used to determine the amount 

of doubtful accounts and include the 

procedures as part of the annual written 

submission to DOF of the Organizationôs 

collection policies and procedures. The 

procedures used to determine doubtful 

accounts should be reviewed periodically 

to determine whether revisions are 

necessary due to changing conditions. 

Organizations must document the 

procedures used to determine the amount of 

doubtful accounts and include the 

procedures as part of the annual GAAP 

reporting package submitted to DOF. The 

procedures used to determine doubtful 

accounts should be reviewed periodically to 

determine whether revisions are necessary 

due to changing conditions. 
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1/8/2020 9 9.4.4 Organizations must obtain written 

approval from the Secretary of Finance to 

remove an account from an 

Organizationôs list of active accounts 

receivable. The reclassifi cation of a full or 

partial account balance to an inactive 

status does not forgive the debt. The 

account balance remains subject to 

collection in the event the Organization 

determines circumstances have changed at 

a later date. 

 

Organizations must provide the Secretary 

of Finance with the following 

documentation to obtain approval to 

reclassify an account balance to an 

inactive status: 

Upon approval by the Secretary of 

Finance, Organizations should remove the 

full or partial account balance from the 

Organizationôs active accounts receivable 

file and place the account into a 

permanent inactive file. The 

Organizationôs Accounts Receivable 

policy should include periodic review of 

inactive accounts receivable to determine 

if the account(s) should be reclassified for 

further collection efforts. 

 

In the event there are collections of any or 

all of the account after it is written off, the 

collections are to be recorded as General 

Fund revenue to account 49159, Bad debt 

Recovery, in the year they are received. It 

is not necessary for the Organization to 

request the former receivable be re-

activated. 

The Organizationôs permanent inactive 

file must be updated and noted for such 

collections. The Organization must submit 

the documentation from the collection and 

the adjusted account balance of the 

permanent inactive file to DOA. 

DOA retains a record of accounts 

receivable that have been written off and 

will attach the documentation to the 

appropriate record. 

Organizations must obtain written approval 

from the Cabinet Secretary or Organization 

Head to remove an account from an 

Organizationôs list of active accounts 

receivable. The reclassif ication of a full or 

partial account balance to an inactive status 

does not forgive the debt. The account 

balance remains subject to collection in the 

event the Organization determines 

circumstances have changed at a later date. 

 

Organizations must maintain the following 

documentation to obtain approval to 

reclassify an account balance to an inactive 

status: 

 

Upon approval by the Cabinet Secretary or 

Organization Head, Organizations should 

remove the full or partial account balance 

from the Organizationôs active accounts 

receivable file and place the account into a 

permanent inactive file. The Organizationôs 

accounts receivable policy should include 

periodic review of inactive accounts 

receivable to determine if the account(s) 

should be reclassified for further collection 

efforts. 

 

In the event there are collections of any or 

all of the account after it is written off, the 

collections are to be recorded as GF revenue 

to account 49159, Bad debt Recovery, in the 

year they are received. It is not necessary for 

the Organization to request the former 

receivable be re-activated. 

 

The Organizationôs permanent inactive file 

must be updated and noted for such 

collections. 

 

Annually the Organization must notify the 

Secretary of Finance of the status of the 

inactive accounts through submission of the 

following information to DOA: 

-Current year approved write-offs: 

-Current year collections of prior write-offs 

-Year-end balance of the permanent inactive 

file. 
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1/8/2020 3 3 Delawareôs accounting framework is 

structured based on Generally Accepted 

Accounting Principles (GAAP) using 

appropriations and funds to track and 

manage anticipated revenues and 

expenditures. GAAP standards are used to 

establish measurement and classifi cation 

criteria for meaningful financial reporting. 

Each year, Delaware prepares the 

Comprehensive Annual Financial Report 

(CAFR) as its official record of financial 

activities for the State, based on national 

GAAP standards and guidelines. 

 

Delaware uses the budgetary/cash basis of 

accounting to manage its day-to-day 

operations. Following is a brief 

explanation of appropriations and funds, 

as used to segregate and manage the 

Stateôs operating and capital monies. 

Delawareôs (State) accounting framework is 

structured upon Generally Accepted 

Accounting Principles (GAAP) using 

appropriations and funds to track and 

manage anticipated revenues and 

expenditures. GAAP standards are used to 

establish measurement and classification 

criteria for meaningful financial reporting. 

Each year, the State prepares the 

Comprehensive Annual Financial Report 

(CAFR) as its official record of financial 

activities, based on national GAAP 

standards and guidelines. 

 

The State uses the budgetary/cash basis of 

accounting to manage its day-to-day 

operations. Following is a brief explanation 

of appropriations and funds, as used to 

segregate and manage the Stateôs operating 

and capital monies. 
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3 3.1 1st bullet: 

An Appropriation is a budgetary tool used 

in governmental accounting to control 

spending. The term may also refer to an 

allocation or set aside of monies for 

specific purposes, or a specific account 

used to segregate funds (e.g. a spending 

line). 

3rd bullet: 

The annual Appropriation Bil l is the 

means by which appropriations are given 

legal effect. Upon approval by the 

Legislature, the Appropriation Bill  is 

enacted into law as the annual operating 

budget for the State. Any further or 

special appropriation authorized after final 

action is taken on the Budget 

Appropriation Bil l is referred to as a 

supplementary appropriation.  

4th bullet: 

After the annual budget is enacted into 

law, budgetary accounts are established by 

OMB in the Stateôs finance and 

accounting system, to record the specific 

spending authorizations granted by the 

Legislature. The accounts are credited 

with the original and any supplementary 

appropriations and are charged throughout 

the year with any expenditures and 

encumbrances. The smallest agency unit 

for which a formal appropriation is 

authorized by the Legislature is called a 

Budget Unit. 

 

- An Appropriation is a budgetary tool used 

in governmental accounting to control 

spending and track revenue collections. The 

term may also refer to an allocation or set 

aside of monies for specific purposes, or a 

specific account used to segregate funds (e.g. 

a spending line). 

3rd bullet: 

- The annual Appropriation Bill is the means 

by which appropriations are given legal 

effect. Upon approval by the Legislature, the 

Appropriation Bil l is enacted into law as the 

annual operating budget for the State. Any 

further or special appropriation authorized 

after final action is taken on the 

Appropriation Bill is referred to as a 

supplementary appropriation. 

4th bullet: 

- After the annual budget is enacted into law, 

budgetary accounts are established by OMB 

in the Stateôs financial management and 

accounting system, to record the specific 

spending authorizations granted by the 

Legislature. The accounts are credited with 

the original and any supplementary 

appropriations are charged throughout the 

year with any expenditures and 

encumbrances. The smallest agency unit for 

which a formal appropriation is authorized 

by the Legislature is called a Budget Unit. 
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1/8/2020 

 

3 3.1 

Contd. 

5th bullet: 

The State tracks expenditures by 

appropriation using a number of different 

appropriation types. Each appropriation 

type is identifi ed in the Stateôs finance and 

accounting system by a unique code. The 

Stateôs appropriations represent spending 

authority granted by the Legislature. State 

agencies are not permitted to spend 

beyond their annual appropriated 

amounts.   

5th bullet: 

- The State tracks expenditures and revenues 

by appropriation using a number of different 

appropriation types. Each appropriation type 

is identified in the Stateôs financial 

management and accounting system by a 

unique code.  

Chapter 3 ï 
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Framework 
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3 3.1 NOTE: Appropriations do not necessarily 

represent actual cash available for 

expenditure. Agencies are not permitted to 

encumber against anticipated revenues; 

encumbrances may only by made against 

available case. For General Fund (GF), 

appropriations are available for immediate 

encumbrances. For Appropriated Special 

Fund (ASF) appropriations, available cash 

is the lesser of the appropriation or 

received revenues.  For more information, 

agencies should refer to Section 3.2. 

 

The State also uses encumbrances as a 

means of budgetary control. 

Encumbrances are reservations of 

available appropriations or cash; an 

encumbrance is recognized when a 

purchase order transaction is recorded in 

the Stateôs finance and accounting system. 

(26 Del. C. §6512 (a)) 

NOTE: Appropriations do not necessarily 

represent actual cash available for 

expenditure. For more information, 

Organizations should refer to Section 3.2. 

 

Deleted 
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3 3.2 NOTE: These State budgetary funds are 

not to be confused with the generic fund 

types used for governmental accounting 

and GAAP reporting. 

 

General  Fund (GF) ï General Fund 

monies are used to finance and account 

for the ordinary operations of 

governmental agencies. The GF is 

appropriated by the Legislature for any 

legally authorized purpose, and it is used 

to account for all revenues and 

disbursements not provided for in other 

funds. All GF monies are considered State 

monies and may be encumbered and 

expended upon establishment of the 

appropriation in the Stateôs finance and 

accounting system. 

The GF includes all monies derived from 

taxes, fees, permits, licenses, fines, 

forfeitures, or from any other sources or 

receipts, unless specif ically exempted or 

provided by law. For more information 

about the composition of the GF, agencies 

should refer to 29 De. C. §6102 (a). 

 

NOTE: These State budgetary funds are not 

to be confused with the generic funds used 

for governmental accounting and GAAP 

reporting. 

 

General Fund (GF) ï Monies used to finance 

and account for the ordinary operations of 

the State. The GF is appropriated by the 

Legislature for any legally authorized 

purpose, and it is used to account for all 

revenues and disbursements not provided for 

in other funds. All GF monies are considered 

State monies and may be encumbered and 

expended upon establishment of the 

appropriation in the Stateôs financial 

management and accounting system. 

 

The GF includes all monies derived from 

taxes, fees, permits, li censes, fines, 

forfeitures, or from any other sources or 

receipts, unless specifically exempted or 

provided by law. For more information 

about the composition of the GF, 

Organizations should refer to 29 De. C. 

§6102 (a). 
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1/8/2020 

 

3 3.2 

Contd. 

Special Fund (SF) ï Special Funds refer 

to all monies other than General Funds. 

SF is any fund that must be devoted to 

some special use in accordance with 

specific regulations and restrictions. 

Special Funds are usually created through 

statutory provisions to provide certain 

activities with specific and continuing 

revenues and are used for general 

operation of these restricted and specified 

government services. 

 

The State of Delaware uses four Special 

Fund category types: Appropriated 

Special Funds, Non-appropr iated 

Special Funds, Federal Funds, and 

Bond Funds: 

Special Fund (SF) ï All monies other than 

GFs. SFs are any funds that must be devoted 

to some special use in accordance with 

specific regulations and restrictions. SFs are 

usually created through statutory provisions 

to provide certain activities with specific and 

continuing revenues and are used for general 

operation of these restricted and specified 

government services. 

 

The State uses four Special Fund category 

types: Appropr iated Special Funds, Non-

appropri ated Special Funds, Federal 

Funds, and Bond Funds: 
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3 3.2 

Contd. 

1. Appropriated Special Funds (ASF) ï 

A special fund type that the Legislature 

has chosen to place under the same type of 

budgetary and financial controls as the 

Stateôs General Fund. Annual budget 

requests must be submitted to the OMB, 

and must be approved by the Legislature.  

 

ASF is considered State monies. Annual 

expenditures against ASF monies may not 

exceed the appropriation limit authorized 

by the Legislature. ASF encumbrances 

may only be made against actual cash 

receipts and may not be made against 

unfunded ASF appropriation balances 

2.Non-approprated Special Funds 

(NSF) ï A special fund type that has no 

legislative spending limits. Generally, any 

monies on hand may be expended, yet 

encumbrances may only be made against 

actual cash receipts. Donations, gifts, local 

school funds, and various trust funds are 

examples of NSF monies. NSF is not 

considered State monies. 

3.Federal Funds ï Spending authority for 

federal grant funds is based on grant 

awards. Agencies receiving federal funds 

may encumber and expend up to the full 

amount of allotted federal funds, 

regardless of whether or not the funds 

have been received.  

3rd paragraph 

State-appropriated matching funds are 

State monies and are subject to State 

spending rules and restrictions. Cash must 

be available before encumbering any 

State-appropriated matching funds. 

4. Bond Funds ï Bond Funds are 

authorized annually  by the Legislature in 

the Bond Bill , also known as the Bond 

and Capital Improvement Act.  

 

1.Appropri ated Special Funds (ASF) ï A 

special fund that the Legislature has chosen 

to place under the same type of budgetary 

and financial controls as the Stateôs GF. 

Annual budget requests must be submitted to 

the OMB, and must be approved by the 

Legislature. 

 

Annual expenditures against ASF monies 

may not exceed the appropriation limit 

authorized by the Legislature. ASF monies 

may be encumbered or expended against the 

available spending authority, which is the 

lesser of the authorized appropriation limit 

or revenue collected. 

2.Non-appropri ated Special Funds (NSF) 

ï A special fund that has no legislative 

spending limits and is not considered 

appropriated monies. NSF monies may be 

encumbered or expended against revenue 

collected. Donations, gifts, local school 

funds, and various trust funds are examples 

of NSF monies.  

3.Federal Funds ï Spending authority for 

federal grant funds is based on grant awards. 

Organizations receiving federal funds may 

encumber and expend up to the full amount 

of allotted federal funds, regardless of 

whether or not the funds have been received. 

3rd paragraph 

State-appropriated matching funds are State 

monies and are subject to State spending 

rules and restrictions. Spending authority 

must be available before encumbering any 

State-appropriated matching funds. 

4. Bond Funds ï Funds are authorized 

annually by the Legislature in the Bond Bill , 

also known as the Bond and Capital 

Improvement Act.  
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1/8/2020 

 

3 3.2 The SF includes, but is not limited to, the 

following funds and accounts: 

1. Accounts established by agencies for 

the collection of receipts for items, such 

as: 

(a) State Park fees; 

(b) Professional Regulation fees; and  

© Lottery receipts. 

(29 Del. C. §6102 (b)); 

2. Revenue Refund Accounts (29 Del. C. 

§6533 (e)); 

3. Federal Aid Funds, which consist of 

accounts established to record the receipt 

and expenditure of grants received from 

the federal government (29 Del. C. §2711 

& 6102 (a));  

4. Capital Improvement Projects Fund, 

which consists of all monies received 

from the sale of bonds and notes issued 

for the capital improvement program (29 

Del. C. §7417);  

5. First State Improvement Fund (29 Del. 

C. §5080);  

6. Advanced Planning and Real Property 

Acquisition Fund (29 Del. C. §6343);  

9. Accounts established for the Business 

Enterprise Program, operated by the 

Division for the Visually Impaired within 

the Department of Health and Social 

Services (29 Del. C. §6102 (i)); 

10. Accounts established for the 

improvement of statewide, department, 

and divisional indirect cost recoveries 

from programs financed in whole or in 

part with Federal funds (29 Del. C. §6102 

(k)); 

11. Accounts established for the Division 

of Emergency Planning Radiological 

Program (29 Del. C. §6102(i));  

12. Division of corporations corporate 

Revolving Fund (29 Del. C. §2311);  

 

19. Delaware Child Support Enforcement 

and Paternity Program Funds  
(29 Del. C. §6102 (g));  

 

The SF includes, but is not limited to, the 

following funds and accounts: 

1. Accounts established by Organizations for 

the collection of receipts for: 

-Board; 

-Tuition; 

-Hospital Treatments; and 

-Sale of Farm Products 

2. Professional Regulation fees (29 Del. C. 

§8735 (c));  

3. Revenue Refund Accounts (29 Del. C. 

§6533 (e)); 

4. Federal Aid Funds ï All federal financial 

assistance program money received by the 

State, whether directly or indirectly, in the 

form of cash, check, or via an electronic 

funds transfer method (29 Del. C. §2711 

(a));  

5. Capital Improvement Projects Fund ï All 

monies received from the sale of bonds and 

notes issued for the capital improvement 

program (29 Del. C. §7417);  

6. Advanced Planning and Real Property 

Acquisition Fund (29 Del. C. §6343); 

9. Accounts established for the Business 

Enterprise Programôs vending receipts, 

operated by the Division for the Visually 

Impaired within the Department of Health 

and Social Services (29 Del. C. §6102 (i)); 

10. Accounts established for the 

improvement of statewide (department and 

divisional) indirect cost recoveries from 

programs financed in whole or in part with 

Federal funds (29 Del. C. §6102 (k)); 

11. Accounts established for the Delaware 

Emergency Management Agency (29 Del. C. 

§6102(i));  

12. Division of corporations corporate 

Revolving Fund (29 Del. C. §2311(b));  

19. Delaware Child Support Enforcement 

Funds (29 Del. C. §6102 (g)); 
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1/8/2020 3 3.3 In addition to the budgetary 

considerations of governmental 

accounting, the State is also required to 

report its financial activities on a yearly 

basis. This reporting is achieved through 

the yearly submission of the CAFR. The 

information in the CAFR is segregated 

according to GAAP Funds and covers the 

complete array of the Stateôs financial 

activit ies. 

In addition to the budgetary considerations 

of governmental accounting, the State is also 

required to report its financial activities on a 

yearly basis. This reporting is achieved 

through the yearly submission of the CAFR. 

The information in the CAFR is segregated 

according to Funds and covers all of the 

Stateôs financial activities. 
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1/8/2020 3 3.3.1 The financial reporting entity of the State 

consists of: 

1. The prim ary government. The 

primary government consists of all funds, 

departments, and agencies that make up 

the legal entity of the State. 

2. Agencies for  which the primary 

government is financially accountable. 

Financial accountability exists if a 

primary government appoints a voting 

majority of the agencyôs governing body 

and either: 

a. Is able to impose its will  on that 

agency: or 

b. Has the potential for the agency to 

provide specific financial benefits to, or 

impose specific financial burdens on, the 

primary government. A primary 

government may also be financially 

accountable for governmental agencies 

with a separately elected governing board, 

a governing board appointed by another 

government, or a jointly appointed board 

that is fiscally dependent on the primary 

government.  

An agency is fiscally dependent if it is 

unable to determine its budget without 

another government having the 

substantive authority to approve or modify 

that budget, to levy taxes or set rates or 

changes without substantive approval by 

another government, or to issue bonded 

debt without substantive approval by 

another government.  

3. Other agencies (including component 

units, joint ventures, jointly governed 

agencies, and other stand-alone 

governments)é. 

In accordance with the Governmental 

Accounting Standards Board (GASB) 

Statements No. 14, 61 and 80, the financial 

reporting entity of the State consist of: 

1. The pri mary government. The primary 

government consists of all funds, 

departments, and Organizations that make up 

the legal entity of the State. 

2. Organizations for which the prim ary 

government is financially accountable. 

Financial accountability exists if a primary 

government appoints a voting majority of 

the Organizationôs governing body and 

either: 

a. Is able to impose its will on that 

Organization: or 

b. Has the potential for the Organization to 

provide specific financial benefits to, or 

impose specific financial burdens on, the 

primary government. A primary government 

may also be financially accountable for 

governmental Organizations with a 

separately elected governing board, a 

governing board appointed by another 

government, or a jointly appointed board 

that is fiscally dependent on the primary 

government. 

An Organization is fiscally dependent if it is 

unable to determine its budget without 

another government having the substantive 

authority to approve or modify that budget, 

to levy taxes or set rates or changes without 

substantive approval by another government, 

or to issue bonded debt without substantive 

approval by another government. 

3. Other Organizations (including 

component units, joint ventures, jointly 

governed Organizations, and other stand-

alone governments)é. 

Chapter 3 ï 

Delawareôs 

Accounting 

Framework 

1/8/2020 3 3.4 1. The Budgetary/Cash Basis of 

Accounting, in order to demonstrate 

compliance with the Stateôs legally 

binding budget or the annual 

Appropriation Act. Financial records are 

kept on a basis consistent with the format 

of the Act. 

1. The Budgetary/Cash Basis of Accounting, 

in order to demonstrate compliance with the 

Stateôs legally binding budget or the annual 

Appropriation Bill.  Financial records are 

kept on a basis consistent with the format of 

the Bill . 

Chapter 3 ï 

Delawareôs 

Accounting 

Framework 

1/8/2020 3 3.4 The GAAP statements as presented in the 

CAFR to be the offi cial record of the 

financial activit ies of the State. Both of 

these basses are further described in this 

Chapter. 

The GAAP statements as, presented in the 

CAFR, are the official record of the financial 

activities of the State. Both of these basses 

are further described in this Chapter. 

Chapter 3 ï 

Delawareôs 

Accounting 

Framework 



Changes to the Budget and Accounting Policy Manual 

 

Budget and Accounting Policy Manual Errata                          Page 67 of 196 

 

1/8/2020 3 3.4.2 GAAP for government agencies are 

established and communicated by the 

Governmental Accounting Standards 

Board (GASB). This board sets forth the 

statements that are to be followed by 

governments in reporting their financial 

activities on a common basis across the 

United States. To comply with GASB in 

its financial reporting, the State produces 

the CAFR on the basis of GAAP.  

GAAP for government Organizations are 

established and communicated by GASB. 

This board sets forth the statements that are 

to be followed by governments in reporting 

their financial activities on a common basis 

across the United States. To comply with 

GASB in its financial reporting, the State 

produces the CAFR on the basis of GAAP.  

Chapter 3 ï 

Delawareôs 

Accounting 

Framework 

1/8/2020 3 3.4.2 For additional details regarding the GAAP 

fund types, agencies should refer to Table 

3.1 at the end of this chapteré. 

 

The following bases of accounting are 

used for the various GAAP fund types: 

a. Governmental Fund Types and 

Agency Funds 

The accounts of the general and special 

revenue, debt service, capital projects and 

agency funds are reported using the 

modified accrual basis of accountingéé 

b. Proprietar y Fund Types, Pension 

Tru st Funds and Component Units 

 

The accounts of the enterprise, pension 

trust, and OPEB trust fund, and 

component units are reported using the 

accrual basis of accounting.  

 

For additional details regarding the funds, 

Organizations should refer to Exhibit A at 

the end of this chapteré. 

 

The following bases of accounting are used 

for the various funds: 

1. Governmental Funds and Organization 

Funds 

The accounts of the general and special 

revenue, debt service, capital projects and 

Organization funds are reported using the 

modif ied accrual basis of accountingéé. 

2. Proprietary Funds, Pension Trust Funds 

and Component Units 

 

The accounts of the enterprise, pension trust, 

and Other Postemployment Benefits (OPEB) 

trust fund, and component units are reported 

using the accrual basis of accounting.  

 

Chapter 3 ï 

Delawareôs 

Accounting 

Framework 

1/8/2020 3 Table 3.1 Table 3.1 

Titles: 

GAAP Fund Type 

General Fund: 100-General Fund (except 

TTF) 

101 ï Transportation Trust Fund 

Operations 

Capital Projects Funds: 302 ï Federal 

DelDOT Capital 

Proprietar y Funds: 680 ï DTCC 

Educational Foundation 

Fiduciary Funds: Agency Funds 

850-899 ï Agency Funds 

Definition: Agency Funds are used to 

account for monies and properties 

collected by the State for distribution to 

other governmental units or designated 

beneficiaries. The monies arise from 

various taxes, deposits, payroll 

withholdings and other sources. Agency 

Funds are purely custodial, and do not 

involve the measurement of the results of 

operations.  

Exhibit A 

Titles: 

Fund 

General Fund: 100-General Fund (except 

Transportation Trust Fund (TTF)) 

101 ï TTF Operations 

Capital Projects Funds: 302 ïDelaware 

Department of Transportation (DelDOT) 

Federal Capital 

Propri etary Funds: 680 ï Delaware 

Technical Community College (DTCC) 

Educational Foundation 

Fiduciary Funds: Custodial Funds 

850-899 ï Custodial Funds 

Defini tion: Custodial Funds are used to 

account for monies and properties collected 

by the State for distribution to other 

governmental units or designated 

beneficiaries. The monies arise from various 

taxes, deposits, payroll withholdings and 

other sources. 

Chapter 3 ï 

Delawareôs 

Accounting 

Framework 
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11/14/2019 6 6.6.1 Organizations should refer to DTIôs web 

page for the most current exception list 

and any additional information regarding 

the business case process at  

https://extranet.dti.state.de.us/in

formation/dtie_information_bus

inessProcesses.shtml. 

Organizations should refer to DTIôs web 

page for the most current exception list and 

any additional information regarding the 

business case process at 

https:// dti.delaware.gov/state-
agencies-portal/dti -business-

processes/. 

Chapter 6 - 

Approvals 

10/29/2019 14 14.1 The Division of Accounting (DOA) 

Payroll Compliance Group (PCG) 

provides information and guidance to Sate 

Organizations on proper administration of 

Payroll functions while complying with 

applicable laws, rules, and regulations. 

Instructions in this chapter are in 

compliance with State of Delaware and 

Federal laws and regulations. State Laws 

that apply to the administration of Payroll 

are found in Title 29 of the Delaware 

Code (Code). Specific Code references on 

a variety of topics may be found in PCG 

Bulletins accessible on the DOA website.  

The Division of Accounting (DOA) Payroll 

Compliance Group (PCG) provides 

information and guidance to Sate 

Organizations on proper administration of 

Payroll functions while complying with 

applicable laws, rules, and regulations. 

Instructions in this chapter are in compliance 

with State and Federal laws and regulations. 

State Laws that apply to the administration 

of Payroll are found in Title 29 of the 

Delaware Code. Specific Code references on 

a variety of topics may be found in PCG 

Bulletins accessible on the DOA website. 

Chapter 14 ï 

Payroll 

Compliance 

10/29/2019 14 14.2.1 3rd paragraph: 

Under no circumstances should an 

Organizationôs payroll expenditures be 

approved by the individual who process 

payroll transactions in the PHRST system 

for that pay period.  

Under no circumstances should an 

Organizationôs payroll expenditures be 

approved by the individual who process 

payroll transactions in the Payroll,  Human 

Resources, Statewide Technologies 

(PHRST) system for that pay period. 

Chapter 14 ï 

Payroll 

Compliance 

10/29/2019 14 14.2.1 - Individuals performing payroll data 

entry should not have payroll approval 

authority. Organizations that cannot 

segregate duties or implement appropriate 

controls must submit written notice to the 

attention of the Director of Accounting 

acknowledging such control deficiencies. 

The memo must be signed by the 

Organization Head or Division Director. 

- Individuals performing payroll data entry 

should not have payroll approval authority. 
Chapter 14 ï 

Payroll 

Compliance 

10/29/2019 14 14.2.2 4th paragraph: 

Due to processes dependent upon the 

timely posting of the Payroll  Journal to 

the General Ledger, the Director of the 

Division of Accounting, with the authority 

of the Secretary of Finance, approves and 

processes the Payroll Journal for the State 

of Delaware through the First State 

Financials (FSF) system prior to the pay 

date on a biweekly basis with the 

expectation that Organizations follow the 

aforementioned laws and policies for the 

payment of salaries. 

Due to processes dependent upon the 
timely posting of the Payroll Journal to the 
General Ledger, the Director of DOA, with 
the authority of the Secretary of Finance, 

approves and processes the Payroll Journal 
for the State through the StatŜΩǎ Ŧƛnancial 
management and accounting system prior 

to the pay date on a biweekly basis with the 
expectation that Organizations follow the 
aforementioned laws and policies for the 

payment of salaries. 

Chapter 14 ï 

Payroll 

Compliance 

10/29/2019 14 14.3 Organizations must submit new Payroll 

Signature Cards annually by July 1st. 

Organizations that fail to submit new 

Signature Cards by the July 1st deadline 

risk a negative finding in the annual 

CAFR audité 

Organizations must submit new Payroll 
Signature Cards annually by July 1st. 

Organizations that fail to submit new 
Signature Cards by the July 1st deadline risk 

a negative finding in the annual 
Comprehensive Annual Financial Report 

(CAFR) audiǘΧ 

Chapter 14 ï 

Payroll 

Compliance 

https://extranet.dti.state.de.us/information/dtie_information_businessProcesses.shtml
https://extranet.dti.state.de.us/information/dtie_information_businessProcesses.shtml
https://extranet.dti.state.de.us/information/dtie_information_businessProcesses.shtml
https://dti.delaware.gov/state-agencies-portal/dti-business-processes/
https://dti.delaware.gov/state-agencies-portal/dti-business-processes/
https://dti.delaware.gov/state-agencies-portal/dti-business-processes/
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10/29/2019 14 14.3 3rd Paragraph: 

Payroll Authorized Signature Cards are 

located on the Division of Accountingôs 

website: 

Payroll Authorized Signature Cards are 
located on thŜ 5h!Ωs website: 

Chapter 14 ï 

Payroll 

Compliance 

10/29/2019 14 14.3.1 Any State of Delaware Organization 

paying employees from authorized 

funding sources (General, local, federal 

funds or capital improvement debt 

appropriations) are required by Delaware 

Code to monitor expenditures against 

these funding sources to ensure balances 

do not go into a negative condition.  

Any State Organization paying employees 

from authorized funding sources (General, 

local, federal funds or capital improvement 

debt appropriations) are required by 

Delaware Code to monitor expenditures 

against these funding sources to ensure 

balances do not go into a negative condition. 

Chapter 14 ï 

Payroll 

Compliance 

10/29/2019 14 14.4.1 1st bullet 

-Participation in Direct Deposit is a 

mandatory condition of employment with 

the State of Delaware. 

 

6th bullet 

-The Payroll Compliance Group (PCG) 

monitors a master list of all direct deposit 

non-participants and reviews it for any 

new entries. The PCG contacts the 

Organization regarding any employee who 

does not comply with the law (refer to the 

PCG Payroll Policy: Mandatory Direct 

Deposit Participation Enforcement & 

Escalation Process ï PCG-DDMPE: 

-Participation in Direct Deposit is a 

mandatory condition of employment with 

the State. 

 

6th bullet 

-PCG monitors a master list of all direct 

deposit non-participants and reviews it for 

any new entries. The PCG contacts the 

Organization regarding any employee who 

does not comply with the law (refer to the 

PCG Payroll Policy: Mandatory Direct 

Deposit Participation Enforcement & 

Escalation Process ï PCG-DDMPE: 

Chapter 14 ï 

Payroll 

Compliance 

10/29/2019 14 14.5 The PCG review the tax status of alien 

workers including teachers and professors 

employed by the State of Delaware. Based 

upon the varied facts and circumstances 

for individual employees and the 

applicable code, PCG wil l ensure proper 

tax set up for employees in compliance 

with IRS regulations. 

The PCG review the tax status of alien 
workers including teachers and professors 

employed by the State. Based upon the 
varied facts and circumstances for individual 

employees and the applicable code, PCG 
will ensure proper tax set up for employees 
in compliance with Internal Revenue Service 

(IRS) regulations. 

Chapter 14 ï 

Payroll 

Compliance 

10/29/2019 14 14.6 Fringe benefits include any compensation 
other than cash wages. The general rule is 

that the compensation is taxable; 
however, the Internal Revenue Code 

provides exclusions for numerous forms 
of noncash compensation provided to 

employeesΧΦΦ 

Fringe benefits include any compensation 
other than cash wages. The general rule is 
that the compensation is taxable; however, 
the Internal Revenue Code (IRC) provides 
exclusions for numerous forms of noncash 
compensation provided to employeeǎΧ.. 

Chapter 14 ï 

Payroll 

Compliance 

10/29/2019 14 14.6.2 -PCG Bulletin 2015_001 ς Uniform & 
Clothing Allowance Fringe Benefits 

includes guidance on determining if the 
Uniform/Clothing is a taxable fringe 
benefit or a working condition fringe 

benefit.  

-PCG Bulletin ς Uniform & Clothing 
Allowance Fringe Benefits includes guidance 
on determining if the Uniform/Clothing is a 

taxable fringe benefit or a working condition 
fringe benefit. 

Chapter 14 ï 

Payroll 

Compliance 

10/29/2019 14 14.6.3 Commuting is the only authorized 
άǇersonal ǳǎŜέ ƻŦ State-owned vehicles, 

pursuant to the State Policies, 
Procedures, and Standards issued by the 

Office of Fleet Management (GSS). 
Delaware Code provides for fines for any 

violations of this policy. 

Commuting is the only authorizŜŘ άpersonal 
useέ of State-owned vehicles, pursuant to 

the State Policies, Procedures, and 
Standards issued by the Office of Fleet 

Management Government Support Services 
(GSS). Delaware Code provides for fines for 

any violations of this policy. 

Chapter 14 ï 

Payroll 

Compliance 
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10/29/2019 14 14.6.4 - To determine if meal reimbursements are 

excludable from gross income, employers 

must consider general fringe benefit rules 

as well  as regulations included in several 

sections of the Internal Revenue Code. 

- To determine if meal reimbursements are 

excludable from gross income, employers 

must consider general fringe benefi t rules as 

well as regulations included in several 

sections of the IRC. 

Chapter 14 ï 

Payroll 

Compliance 

10/29/2019 14 14.6.4 - For detailed information on Meal 

provisions and guidance on associated 

taxes and OECs, refer to PCG Bulletin # 

2012_004 Meal Provisions. 

- For detailed information on Meal 

provisions and guidance on associated taxes 

and OECs, refer to PCG Bulletin Meal 

Provisions. 

Chapter 14 ï 

Payroll 

Compliance 

10/29/2019 14 14.6.5 -Internal Revenue Code (IRC) §132(d) 

(Education as Working Conditions Fringe 

Benefit)  provides an exclusion from gross 

income of reimbursements of expenses for 

job-related courses. 

 

- IRC §132(d) (Education as Working 

Conditions Fringe Benefit) provides an 

exclusion from gross income of 

reimbursements of expenses for job-related 

courses. 

 

Chapter 14 ï 

Payroll 

Compliance 

10/29/2019 14 14.6.5 - PCG Bulletin 2013_001 ï Education 

Assistance/Tuition Reimbursement 

includes guidance on determining if the 

education assistance is a taxable fringe 

benefit or a working condition fringe 

benefit.  

- PCG Bulletin ï Education 

Assistance/Tuition Reimbursement includes 

guidance on determining if the education 

assistance is a taxable fringe benefi t or a 

working condition fringe benefit. 

Chapter 14 ï 

Payroll 

Compliance 

9/16/2019 6 6.9 Before any sum is withdrawn from the 

Fund, the agency, reorganized school 

district or vocational-technical school 

district must submit a request to erect or 

renovate a State facility or a request to 

acquire real property to the OMB 

Director. The OMB Director will report to 

the Budget Commission whether the 

request is consistent with the capital 

program provided for by (29 Del. C. 

§6342) and the Stateôs comprehensive 

plan and land use and development goals 

and policies. (29 Del. C. §6344(a)). 

 

-If the request is to erect or renovate a 

State facility, the OMB Director must 

determine that the proposed facili ty is 

consistent with the capital program and 

that the facility is likely to be authorized 

within three years (29 Del. C. §6344(b)). 

 

If the request is to acquire real property, 

the OMB Director must determine that the 

proposed real property acquisitions is 

consistent with the capital program, or 

with OMBôs long-range planning 

recommendations for the State (29 Del. C. 

§6344(c)). 

 

Before any sum is withdrawn from the Fund, 

the agency, reorganized school district or 

vocational-technical school district must 

submit a request to erect or renovate a State 

facilit y or a request to acquire real property 

to the Director of OMB. The Director of 

OMB will report to the Budget Commission 

whether the request is consistent with the 

capital program provided for by (29 Del. C. 

§6342) and the Stateôs comprehensive plan 

and land use and development goals and 

policies. (29 Del. C. §6344(a)). 

 

-If the request is to erect or renovate a State 

facility, the Director of OMB must 

determine that the proposed facility is 

consistent with the capital program and that 

the facility is likely to be authorized within 

three years (29 Del. C. §6344(b)). 

 

If the request is to acquire real property, the 

Director of OMB must determine that the 

proposed real property acquisitions is 

consistent with the capital program, or with 

OMBôs long-range planning 

recommendations for the State (29 Del. C. 

§6344(c)). 

 

Chapter 6 ï 

Approvals 

9/16/2019 6 6.6.6 No Vehicle owned by the State may be 

transferred from one agency/school 

district to another without the prior 

approval of the OMB Director (29 Del. C. 

§6906(e). 

No Vehicle owned by the State may be 

transferred from one agency/school district 

to another without the prior approval of the 

Director of OMB (29 Del. C. §6906(e). 

Chapter 6 ï 

Approvals 

9/16/2019 6 6.5 OMB reserves the right to review and 

approve Purchase Orders and Vouchers on 

an as needed basis. (29 Del. C. §6529) 

OMB reserves the right to review and 

approve Purchase Orders (PO) and Vouchers 

on an as needed basis. (29 Del. C. §6529) 

Chapter 6 ï 

Approvals 
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9/16/2019 6 6.3.2 The state maintains three separate 

Signature Designee for Approving 

Transactions forms: one for State 

employees, one for non-state employees 

and one for Head of Organizations. 

 

NOTE: The authorization of non-State 

employees to approve transactions must 

be justified by the Organization Head or a 

Cabinet Secretary. The form is also 

approved by the stateôs financial 

management and accounting system 

Manager and Director of DOA 

 

NOTE: The authorization of Head of 

Organization to approve transactions must 

be justified by the Organization. The form 

is also approved by the stateôs financial 

management and accounting system 

Manager and Director of DOA 

The state maintains three separate Signature 

Designee for Approving Transactions forms: 

one for State employees, one for contractorôs 

and one for Organization Head. 

 

NOTE: The authorization of contractors to 

approve transactions must be justified by the 

Organization Head or a Cabinet Secretary. 

The form is also approved by the Stateôs 

financial management and accounting 

system Manager and Director of DOA 

 

 

NOTE: The authorization of the 

Organization Head to approve transactions 

must be justified by the Organization. The 

form is also approved by the Stateôs 

financial management and accounting 

system Manager and Director of DOA 

Chapter 6 ï 

Approvals 

9/16/2019 6 6.1 - Only authorized Or   

9/3/2019 10 10.1 Uniform Guidance Definitions ï CFDA ï 

Additional information on the Catalog for 

Federal Domestic Assistance database 

may be found online using the following 

website: https://www.cfda.gov 

Uniform Guidance Defini tions ï CFDA ï 

Additional information on the Catalog for 

Federal Domestic Assistance database may 

be found online using the following website: 

https://www.beta.sam.gov/. 

Chapter 10 ï 

Grants 

Management 

9/3/2019 10 10.2.1.2 Once a month, DSCC meets to review 

grant applications. The Committee 

consists of the following members (or 

designees): Chairperson and Vice 

Chairperson of the Joint Finance 

Committee, Controller General, OMB 

Director, Director of the Delaware 

Development Office, Secretary of 

Finance, and four members of the General 

Assembly. 

Once a month, DSCC meets to review grant 

applications. The Committee consists of the 

following members (or designees): 

Chairperson and Vice Chairperson of the 

Joint Finance Committee, Controller 

General, Director of OMB, Director of the 

Division of Small Business, Secretary of 

Finance, and four members of the General 

Assembly. 

Chapter 10 ï 

Grants 

Management 

9/3/2019 10 10.3.1.4 4. Waiver of Payment of Indirect Costs 

All funds received under any Federal 

program, which allows indirect cost 

recover, will be subject to the Stateôs 

Indirect Cost Recovery Program. The only 

exception will be with the expressed 

written approval of the OMB Director, 

Chief of Financial Management Services, 

and the involved Organizations Head or 

Secretary.  

Waiver requests must be made in writing 

to the OMB Director, presenting the 

following information for review: 

4. Waiver of Payment of Indirect Costs 

Al l funds received under any Federal 

program, which allows indirect cost recover, 

will  be subject to the Stateôs Indirect Cost 

Recovery Program. The only exception will 

be with the expressed written approval of the 

Director of OMB, Chief of Financial 

Management Services, and the involved 

Organizations Head or Secretary.  

Waiver requests must be made in writing to 

the Director of OMB, presenting the 

following information for review: 

Chapter 10 ï 

Grants 

Management 

8/13/2019 

 

12 12.3.1 B. The PCard should be used for meals 
(food, beverage, tax, and tips) while 

traveling on official State business. If the 
PCard is used to pay for meals for several 
employees while traveling, Organizations 

must require an itemized receipt 
identifying each meal with each 

employee to ensure the State standards 
are followed.  

B. The PCard should be used for meals 
(food, beverage, tax, and tips) while 
traveling on official State business. 

Chapter 12 -

Pcard   

https://www.beta.sam.gov/
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7/23/19 

 

11 TOC Travel Card PCard Chapter 11 ï 

Travel 

Policy 

7/23/19 11 11.1.1 This policy requires Agencies/travelers to 

use the GSA rates effective during the 

period of travel. 

Each AgencȅΩs management is 
responsible for control over and approval 
of travel-related expenditures. AgencieǎΩ 
internal controls must include policies 
covering the designation of approving 

authorities for travel expenditures.  

This policy requires Organizations/travelers 

to use the GSA rates effective during the 

period of travel. 

Each OrganiȊŀǘƛƻƴΩǎ Ƴanagement is 
responsible for control over and approval of 
travel-related expenditures. OrganizatioƴΩǎ 

internal controls must include policies 
covering the designation of approving 

authorities for travel expenditures. 

Chapter 11 ï 

Travel 

Policy 

7/23/19 11 11.1.2 Agencies should always consider 

alternatives to travel prior to approving 

travel requests.  

Organizations should always consider 

alternatives to travel prior to approving 

travel requests. 

Chapter 11 ï 

Travel 

Policy 

7/23/19 11 11.1.2 This policy applies to all State employees, 

Agencies, boards, commissions and 

others, except as excluded below, who are 

engaged in authorized travel and who 

expend State funds for travel purposes. 

Although the following are excluded, it is 

highly recommended that this policy be 

adopted.  

This policy applies to all State employees, 

Organizations, boards, commissions and 

others, except as excluded below, who are 

engaged in authorized travel and who 

expend State funds for travel purposes. 

Although the following Organizations are 

excluded, it is highly recommended that this 

policy be adopted. 

Chapter 11 ï 

Travel 

Policy 

7/23/19 11 11.1.3 All out-of-state travel that extends 
beyond one day shall be approved by the 
designated Agency approval authority. All 

requests shall be made on the Travel 
Authorization Form (AP006). A copy of 

the conference or meeting program shall 
be attached to the form. The 

authorization form should be submitted 
to the Agency approval authority prior to 

the traveling day in compliance with 
Agency requirements.  

All out-of-state travel that extends beyond 
one day shall be approved by the 

designated Organization approval authority. 
All requests shall be made on the Travel 

Authorization Form (AP006). A copy of the 
conference or meeting program shall be 
attached to the form. The authorization 

form should be submitted to the 
Organization approval authority prior to the 

traveling day in compliance with 
Organization requirements. 

Chapter 11 ï 

Travel 

Policy 

7/23/19 

 

11 11.1.4 Travel Card Pcard Chapter 11 ï 

Travel 

Policy 

7/23/19 

 

11 11.1.4 1. The method of payment for travel 

expenses is the Delaware Travel Card. 

Agencies should refer to Chapter 12 for 

information on the PCard Program. The 

Travel Card must not be used for personal 

or unauthorized purposes. The Travel 

Card is to be used for authorized expenses 

for State personnel only and may not be 

used to charge expenses for family 

member or others not on official State 

business. Employees may not use the 

Travel Card to charge expenses for others, 

even with the intent to reimburse the 

State. The Travel Card may not be used 

for cash withdrawal. Non-State employees 

(e.g., Board members, commissioners, 

etc.) should follow Statewide and Agency 

specific policies when making payment 

for a reimbursable travel expenditure.  

1. The method of payment for travel 

expenses is the PCard. The PCard must not 

be used for personal or unauthorized 

purposes; it is to be used for State 

personnel authorized expenses only. 

Employees may not use the PCard to 

charge expenses for others (including 

family members) not on official State 

business, even with the intent to reimburse 

the State. Contractors should follow 

Statewide and Organization-specific policies 

when making payment for a reimbursable 

travel expenditure. The PCard may not be 

used for cash withdrawal. See Chapter 12 ï 

PCard, for additional guidance on the PCard 

program. 

Chapter 11 ï 

Travel 

Policy 
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7/23/19 

 

11 11.1.4 Employees must obtain an itemized 

receipt for all transactions. The receipt 

must be legible, itemized (reflecting the 

good or service purchased), and contain 

the vendor name, date of purchase, and 

price of each item. A receipt description, 

which only states ñMiscellaneousò or 

ñMerchandiseò, or only includes a 

vendorôs stock or item number, is not 

acceptable. Receipt documentation may 

be paper or electronic, In conformity with 

the Uniform Electronic Transaction Act 

(UETA) (6 Del. C. Chapter 12A), which 

permits copies of receipts, electronic 

documentation includes pictures of 

receipts take with a smartphone or other 

electronic device.  

Employees should obtain a receipt for all 

transactions and are required to obtain an 

itemized receipt for all transactions over 

$10.00 unless exempted under the Travel Per 

Diem exceptions. The receipt must be 

legible, itemized (reflecting the good or 

service purchased), and contain the vendor 

name, date of purchase, and price of each 

item. A receipt description, which only 

states ñMiscellaneousò or ñMerchandiseò, or 

only includes a vendorôs stock or item 

number, is not acceptable. Receipt 

documentation may be paper or electronic. 

The Uniform Electronic Transaction Act 

(UETA) (6 Del. C. Chapter 12A), permits 

copies of receipts, electronic documentation 

includes pictures of receipts take with a 

smartphone or other electronic device. 

Chapter 11 ï 

Travel 

Policy 

7/23/19 

 

11 11.1.4 Under extenuating circumstances, the 

employee may be unable to obtain an 

itemized receipt. In this case, the 

employee must complete an Affi davit for 

Missing and Non-Itemized Receipts 

(AP005). The employee must provide a 

detailed explanation as to why an itemized 

receipt is not available. The affidavit must 

be approved and signed by the employeeôs 

immediate Supervisor. The Office of 

Management and Budget (OMB) and 

Division of Accounting (DOA) approval 

is only required of r transactions 

exceeding $20.00. Agencies shall 

determine if the Division Director or 

Section Head approval is required for all 

affidavits or only those exceeding $20.00.  

When required, the affidavit must be 

submitted to OMB within 30 days of the 

transaction to be considered for 

reimbursement. This allows sufficient 

time for the employee to exhaust all 

reasonable measures for obtaining an 

itemized receipt. See the Aff idavit for 

Missing and Non-Itemized Receipts 

Flowchart (Exhibit A) for assistance in 

determining when an affidavit needs to be 

completed and when it must be approved 

by OMB and DOA.  

Under extenuating circumstances, the 

employee may be unable to obtain an 

itemized receipt over $10.00. In this case, 

the employee must complete an Affidavit 

for Missing and Non-Itemized Receipts 

(AP005). The employee must provide a 

detailed explanation as to why an itemized 

receipt is not available. The affidavit must 

be approved and signed by the employeeôs 

immediate Supervisor and Division 

Director if $40.00 or less and the Cabinet 

Secretary when over $40.00 but not 

exceeding $100.00. The Office of 

Management and Budget (OMB) and 

Division of Accounting (DOA) approval is 

only required for transactions exceeding 

$100.00, see the Affidavit for Missing and 

Non-Itemized Receipts Flowchart (Exhibit 

A).  When required, the affi davit must be 

submitted to OMB within 30 days of the 

transaction to be considered for 

reimbursement. If the Affidavit for Missing 

and Non-Itemized Receipts is not submitted 

as required, reimbursement is expected 

within 45 days from the transaction date.  
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11 11.1.4 The Travel Reconcil iation Form (AP009) 

is provided as a tool for Agencies; 

however, Agencies may choose to use 

another form of reconciliation.  

The Travel Reconciliation Form (AP009) is 

provided as a tool for Organizations; 

however, Organizations may choose to use 

another form of reconcil iation. 
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7/23/19 11 11.1.4 NOTE: The Travel Card must not be used 

for personal or unauthorized purposes. 

The purchase amount must be reimbursed 

by the employee, within 30 days of the 

transaction if a purchase is for personal or 

unauthorized purposes or if  an itemized 

receipt is not provided and the Affidavit 

for Missing and Non-Itemized Receipts is 

not submitted as required. A copy of the 

check, deposit slip, and supporting detail 

on what is being reimbursed should be 

filed with the monthly statement and the 

travelerôs paperwork in case of an audit.  

NOTE: The PCard must not be used for 

personal or unauthorized purposes. In the 

event an unauthorized transaction occurs, the 

employee must submit reimbursement 

within 30 days of the transaction. A copy of 

the check, deposit slip, and supporting detail 

should be filed with the travelerôs paperwork 

in case of an audit.   
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7/23/19 11 11.1.4 3. In certain situations, a traveler utili zing 

the Stateôs Travel card may rely on an 

administrative liaison to transact and 

manage travel arrangements. Typically, 

such relationships are limited to Agency 

Heads and other officials who are 

assigned administrative support. If a 

traveler needs another individual to make 

travel arrangements on their behalf 

utilizing the Stateôs credit card, the 

delegation of responsibility must be 

memorialized through the proxy process 

in JPMCôs PaymentNet system via DOA.  

3. In certain situations, a traveler utilizing 

the Stateôs PCard may rely on an 

administrative liaison to transact and manage 

travel arrangements. Typically, such 

relationships are limited to Organization 

Heads and other officials who are assigned 

administrative support. If  a traveler needs 

another individual to make travel 

arrangements on their behalf util izing the 

Stateôs credit card, the delegation of 

responsibility must be memorialized through 

the proxy process in JPMorgan Chase 

(JPMC) PaymentNet system via DOA.  
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7/23/19 11 11.1.4 NOTE: The cardholder is ultimately 

responsible for the card and must review 

transactions and card statements on a 

regular basis to ensure compliance with all 

applicable rules and requirements.  

Deleted Chapter 11 ï 

Travel 

Policy 

7/23/19 11 11.1.5 State funds shall not be expended to pay 

for unused reservations unless the State 

Agency is satisfied that failure to cancel 

or use the reservation was unavoidable. 

An explanation for the cancellation should 

be documented and maintained at the 

Agency.  

State funds shall  not be expended to pay for 

unused reservations unless the State 

Organization is satisfied that failure to 

cancel or use the reservation was 

unavoidable. An explanation for the 

cancellation should be documented and 

maintained at the Organization. 
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7/23/19 11 11.2.1 All  trips requiring the use of common 

carrier must have prior approval by the 

appropriate authority within the Agency. 

 

The mode of travel must be the method 

most advantageous to the State. Agencies 

should consider total cost, the most 

economical use of time of the personnel 

involved and the requirements of the trip.  

All  trips requiring the use of common carrier 

must have prior approval by the appropriate 

authority within the Organization.. 

 

The mode of travel must be the method most 

advantageous to the State. Organizations 

should consider total cost, the most 

economical use of time of the personnel 

involved and the requirements of the trip. 
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7/23/19 11 11.2.1 Travelers should be advised to make 

travel reservations as far in advance as 

possible to attain the lowest fares, 

including non-refundable tickets.  

Travelers should make travel reservations as 

far in advance as possible to attain the lowest 

fares, including non-refundable tickets. 
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7/23/19 11 11.2.1 Agencies are encouraged to examine the 

advantage of fares requiring early trip 

departure or delayed return. 

Organizations are encouraged to examine the 

advantage of fares requiring early trip 

departure or delayed return. 
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7/23/19 11 11.3.2 1. The use of privately-owned vehicles for 

out-of-state travel shall require prior 

approval of the appropriate Agency 

authority.  

1. The use of privately owned vehicles for 

out-of-state travel shall require prior 

approval of the appropriate Organizations 

authority. 
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7/23/19 11 11.3.2 3. Vehicles from Delaware Fleet Services 

shall be used for in-state travel; therefore, 

reimbursement for use of privately-owned 

vehicles for in-state travel is discouraged. 

Agencies may allow exceptions to this 

policy, but in no case should the total 

amount reimbursed for in-state mileage to 

an individual on a single day exceed the 

Delaware Fleet Services daily discounted 

rental rate for a compact sedan. Board and 

Commission members are excluded from 

this provision.  

3. Vehicles from Fleet Services shall be used 

for in-state travel; therefore, reimbursement 

for use of privately-owned vehicles for in-

state travel is discouraged. Organizations 

may allow exceptions to this policy, but in 

no case should the total amount reimbursed 

for in-state mileage to an individual on a 

single day exceed the Fleet Services daily 

discounted rental rate for a compact sedan. 

Board and Commission members are 

excluded from this provision. 
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7/23/19 11 11.3.3 1. To ensure the most cost effective rates 

are available, all approved rental car 

arrangements must be made in accordance 

with the Statewide Contract for 

Nationwide Vehicle Rental Services 

GSS13694-VEH_RENTAL. 

 

3. The Travel Card should be used to pay 

for rental car. Use of the Travel Card 

provides colli sion and theft coverage from 

the card provider. To activate the 

coverage, the rental transaction must be 

completed with the Travel Card and any 

Collision Damage Waiver (CDW) 

coverage, which is offered by the car 

rental company, must be declined. 

Reimbursements for additional or optional 

insurance coverage wil l not be approved.  

1. To ensure the most cost effective rates are 

available, all approved rental car 

arrangements must be made in accordance 

with the Statewide Contract. 

 

3. The PCard should be used to pay for 

rental car. Use of the PCard provides 

collision and theft coverage from the card 

provider. To activate the coverage, the rental 

transaction must be completed with the 

PCard and any Collision Damage Waiver 

(CDW) coverage, which is offered by the car 

rental company, must be declined. 

Reimbursements for additional or optional 

insurance coverage will  not be approved. 
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7/23/19 11 11.4.1 a. Delaware Agencies wil l use the rates 

established by the W.W. General Services 

Administration (GSA) for locations within 

the United States and by the U.W. 

Department of State for foreign areas.  

b. Within the United States, a standard 

rate is provided each year and covers all 

locations. 

c. (1) - Rates are set each Federal Fiscal 

Year ï October 1 to September 30. (See 

Exhibit B for an example of the internet 

site tables and how to calculate the 

maximum per diem rate and the rate for 

the first and last day of travel. 

c. (1) ï The GSA Max lodging by Mont 

rate may fluctuate throughout the year for 

certain cities/regions. The traveler must be 

sure to use the rate for the month in which 

travel will occur.  

a. Organizations will use the rates 

established by the GSA for locations within 

the United States and by the U.W. 

Department of State for foreign areas.  

 

b. Within the United States, a standard rate 

is published each year and covers all 

locations. 

 

c. (1) Rates are set each Federal Fiscal Year 

ï October 1 to September 30. (See Exhibit B 

for an example of the GSA website tables 

and how to calculate the maximum per diem 

rate and the rate for the first and last day of 

travel. 

c. (1) ï The GSA Max lodging by Mont rate 

may fluctuate throughout the year for certain 

cities/regions. The traveler must use the rate 

for the month in which travel will occur. 
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7/23/19 11 11.4.2 1. f. Agencies have the authority to 

approve lodging expenses up to 150 

percent of the locali ty lodging per diem 

rate. To qualify for more than 150 percent 

of lodging per diem rate, it requires prior 

approval form OMB and DOA. (Exhibit C 

to this policy provides a template to be 

used for requests that exceed 150 percent 

of GSA rate.) 

1. f. Organizations have the authority to 

approve lodging expenses up to 150 percent 

of the locali ty lodging per diem rate. 

Lodging costs over 150 percent up to 200 

percent of the per diem rate requires prior 

approval from the Cabinet 

Secretary/Organization Head: lodging costs 

exceeding 200 percent of the per diem rate 

requires prior approval from OMB and 

DOA.  (Exhibit C to this policy provides a 

template to be used for requests that exceed 

150 percent of GSA rate.) 
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7/23/19 11 11.4.2 2. a. The reimbursement for M&IE is not 

to exceed the standard locality M&IE rate. 

To qualify for more than the standard 

locality rate, it requires prior approval 

from OMB and DOA.  

b. Al expenses, including each individual 

meal, must be itemized separately. 

c. M& IE is authorized when approved 

official travel is out-of-state, more than 

six hours or overnight lodging is required.  

d. M&IE include: 

(1) Meals (food, beverage, tax, and tips). 

Tips should be reasonable and customary, 

not to exceed 20% of the bill before taxes. 

The total for meals and tips should not 

exceed the per diem.  

(2) Incidental Expenses (fees and tips 

given to porters, baggage carriers, 

bellhops, hotel maids, and stewards or 

stewardesses). The allowance for 

incidental expenses must not be used to 

purchase personal items.  

(3) Meals and Incidental Expenses are not 

to exceed the location rate, as shown in 

the following table: 

e. If an Agency knows in advance a meal 

is to be provided without cost to the 

employee, e.g., included in a conference 

fee; then a reduction to the daily per diem 

may be made for the appropriate meal as 

shown in the following table: 

2. a. The M& IE should be based on the total 

trip allowance rather than a per day or per 

meal allowance. 

b. The reimbursement for M&IE i s not to 

exceed the standard locality M& IE rate. To 

qualify for more than the standard locality 

rate, it requires prior approval from OMB 

and DOA. 

c. All expenses, including each individual 

meal, must be itemized separately. When 

utilizing the PCard, receipts are not required. 

Al l receipts for meals over $10.00 are 

required when submitting for personal 

reimbursement.  

d. M&IE are authorized when approved 

official travel is out-of-state, more than six 

hours or overnight lodging is required.  

e. M&IE include: 

(1) Meals (food, beverage, tax, and tips). 

Tips should be reasonable and customary. 

(2) Incidental Expenses (fees and tips given 

to hotel support staff, baggage carriers, etc.). 

The allowance for incidental expenses 

cannot be used to purchase personal items. 

(3) M&I E are not to exceed the location rate, 

as shown in the following table: 

f. If an Organization knows in advance a 

meal is to be provided without cost to the 

employee, e.g., included in a conference fee; 

then a reduction to the daily per diem will  be 

made for the appropriate meal as shown in 

the following table: 
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7/23/19 

 

11 11.4.3 f. (1) If the traveler is in a location where 

the Fleet Services fuel access card is not 

accepted, the expense is reimbursable, and 

the Travel Card may be used.  All in-state 

purchases of gasoline must be made using 

the Fleet Services fuel access card.  

f. (1) If the traveler is in a location where the 

Fleet Services fuel access card is not 

accepted, the expense is reimbursable, and 

the PCard may be used. Al l in-state 

purchases of gasoline require use of the Fleet 

Services fuel access card. 
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7/23/19 11 11.4.4 1. The policy for in-State assignments 

requiring overnight lodging is established 

by the Agency. As a general rule, in-State 

lodging is not encouraged; however, there 

may be instances when it is deemed 

appropriate and cost effective. In such 

instances, in-State lodging must be 

preapproved by the Agency Head.  

 

2. The meal allowance for in-State 

assignments requiring overnight lodging is 

established by the Agency and must be 

preapproved by the Agency Head. As a 

general rule, such allowances are not 

encouraged, but may be approved on a 

case-by-case basis, as long as the amount 

does not exceed the GSA rate.  

1. The policy for in-State assignments 

requiring overnight lodging is established by 

the Organization. As a general rule, in-State 

lodging is not encouraged; however, there 

may be instances when it is deemed 

appropriate and cost effective. In such 

instances, in-State lodging must be 

preapproved by the Organization Head. 

 

2. The meal allowance for in-State 

assignments requiring overnight lodging is 

established by the Organization and must be 

preapproved by the Organization Head. As a 

general rule, such allowances are not 

encouraged, but may be approved on a case-

by-case basis, as long as the amount does not 

exceed the GSA rate. 
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7/23/19 11 11.5 Travel advances are prohibited. Payment 

for all travel-related, approved expenses 

should be made using the Travel Card. 

However, in cases where this option is not 

possible: 

Travel advances are prohibited. Payment for 

all travel-related, approved expenses should 

be made using the PCard. However, in cases 

where this option is not possible: 

Chapter 11 ï 

Travel 

Policy 



Changes to the Budget and Accounting Policy Manual 

 

Budget and Accounting Policy Manual Errata                          Page 78 of 196 

 

7/23/19 

 

11 11.5 - All request for travel expense 

reimbursements shall be submitted on the 

State of Delaware Personal Expense 

Reimbursement (PE) Form (AP003). This 

form and supporting documentation, 

including required itemized receipts, 

should be submitted to the appropriate 

Agency authority within seven (7) 

business days after the completion of 

travel. An itemized receipt must be 

obtained as proof of purchase. The receipt 

must be legible, itemized (reflecting the 

good or service purchased), and contain 

the vendor name, date of purchase, and 

price of each item. A receipt description, 

which only states ñMiscellaneousò or 

ñMerchandiseò or only includes a 

vendorôs stock or item number, is not 

acceptable. Receipt documentation may 

be paper or electronic (including pictures 

of receipts taken with a smartphone or 

other electronic device).  

 

- Reimbursements for travel expenses 

incurred without required receipts, as 

outlined, is strictly prohibited. A ñno 

receipt ï no reimbursementò policy 

applies. Under extenuating circumstances, 

the employee may be unable to obtain an 

itemized receipt. In this case, the 

employee must complete an Aff idavit for 

Missing and non-Itemized receipt. In this 

case, the employee must complete an 

Affidavit for Missing and Non-Itemized 

Receipts (AP005). The employee must 

provide a detailed explanation as to why 

an itemized receipt is not available. The 

affidavit must be approved and signed by 

the employeeôs immediate Supervisor and 

the Division Director of Section Head. 

OMB and DOA approval is required for 

all transactions. The affidavit must be 

submitted to OMB within 30 days of the 

transaction to be considered for 

reimbursement. This allows sufficient 

time for the employee to exhaust all 

reasonable measures for obtaining an 

itemized receipt. If  an employee uses this 

form, it must be attached to the Personal 

Expense Reimbursement Form (AP003). 

 

- Receipts may not be customary for 

certain transactions (e.g., tips given to 

bellhops, maids, baggage carriers, etc.). 

Agencies must use the Miscellaneous 

Non-Receipt Transaction Form (AP007) 

to support such transactions.  

 

- Agency fiscal personnel assigning or 

receiving account coding of travel 

expenses should ensure that Travel 

account codes are used in preparing the 

Personal Expense Reimbursement.  

 

- All  requests for travel expense 

reimbursements shall be submitted on the 

Personal Expense Reimbursement (PE) 

Form (AP003). This form and supporting 

documentation, including required itemized 

receipts, should be submitted to the 

appropriate Organization authority within 

seven business days after the completion of 

travel. An itemized receipt must be obtained 

as proof of purchase for all purchases 

exceeding $10.00. The receipt must be 

legible, itemized (reflecting the good or 

service purchased), and contain the vendor 

name, date of purchase, and price of each 

item. A receipt description, which only 

states ñMiscellaneousò or ñMerchandiseò or 

only includes a vendorôs stock or item 

number, is not acceptable. Receipt 

documentation may be paper or electronic 

(including pictures of receipts taken with a 

smartphone or other electronic device).  

 

- Reimbursements for travel expenses 

incurred without required receipts, as 

outlined, is strictly prohibited. A ñno receipt 

ï no reimbursementò policy applies. Under 

extenuating circumstances, the employee 

may be unable to obtain an itemized receipt. 

In this case, the employee must complete an 

Affidavit for Missing and non-Itemized 

Receipts (AP005). See 11.1.4 for signature 

requirements. If an employee uses this form, 

it must be attached to the Personal Expense 

Reimbursement Form (AP003). 

 

- Receipts may not be customary for certain 

transactions (e.g., tips given to hotel service 

staff, baggage carriers, etc.). Organizations 

must use the Miscellaneous Non-Receipt 

Transaction Form (AP007) to support such 

transactions.  

 

- Organizations fiscal personnel assigning or 

receiving account coding of travel expenses 

should ensure that Travel account codes are 

used in preparing the Personal Expense 

Reimbursement.  
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7/23/19 11 Exhibit A Affidavit for Missing and Non-Itemized 

Receipts Flow chart - deleted 
Affidavit for Missing and Non-Itemized 

Receipts Flow chart ï inserted updated 

flowchart. 
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7/23/19 11 Exhibit B (See internet site for all  current rates) 

 

NOTE: If neither the city nor the county is 

listed on the internet site tables, the 

location is a standard and uses the 

standard rate as listed on the internet site.  

(See GSA website for all current rates) 

 

NOTE: If neither the city nor the county is 

listed on the internet site tables, the Standard 

Rate is applied.  
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7/23/19 11 Exhibit C V. Process Request Path 

Please send all requests to Cali 

Engelsiepen, OMB at 

Cali.Engelsiepen@State.de.us 

V. Process Request Path 

-Submit requests for lodging exceeding 

150% and up to 200% of the per diem rate to 

the Cabinet Secretary/Organization Head.  

-Submit requests for lodging exceeding 

200% of the per diem rate to Cali  

Engelsiepen, OMB at 

Cali.Engelsiepen@delaware.gov 

 

Chapter 11 ï 

Travel 

Policy 

7/23/19 11 Exhibit C Below is an example of Section II 

requirements (do not include tax). See the 

GSA internet site for the current rates: 

http://www.gsa.gov/perdiem.  

Below is an example of Section II 

requirements (do not include tax). See the 

GSA website for the current rates: 

http://www.gsa.gov/perdiem.  
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